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~+ . Performance Expectations for Evaluation Lo '

Police Officers are professionals, and es such, are expected fo maintain exceptionally high =
standards in the performance of their duties, Police Officers are not only looked upon to keep -
their community safe, but to be a foundation upon which a strong community is built. Police
Officers are, as part of their core functions, expected to: protect life and property; preserve the
Ppeace; prevent crime; detect, arrest, and assist in the prosecution of violators of the law; enforce
the laws of the Commonwealth of Massachusetts and the ordinances of the City of Beverly;
supervise public functions (such as public evenis or road construction); and to respond to
emergencies, . : '

The following performance expectations are designed to make sure that Bevehy Police Officers
 are living up to-the high standards expected of them by the City and the community, and to assist
 officers in txaining, as well as professional and carcer development, ,

. There are twelve criteria for measuring employee performance.  Within each criterion, the
Department has performance expectations sepamated into' three rating categories (exceeds
expectations, meets expectations, and below expectations). In each category, examples of work

-kills and performance are offered to give employees and supervisors an understanding of what

 should be measured. The examples provide & framework for employees and supervisors to
prepare and discuss a performance evaluation but do not represent all potential measurements.
The performance expectations incorporate the Rules and Regulations of the Beverly Police
Department, which every officer is expected to know and to follow. e S v

The Evﬂl_l_aﬂbn Process : L
Before the Evaluation. At the beginning of the employee’s rating period, the employee should
review this document. Employees are encouraged to compare their previous year(s) work
performance with the expectations provided. Informal discussions with supervisors and peers
will also give the employee insight into his/her performance strengths and growthareas, .~ .

Supervisory Evaluation, At the beginning of an evaluation period, supervisors will begin
drafling evalvations for the employees assigned to their command. Fach employee will be
compared with the performance expectations end rated accordingly. -Supervisors may include
performance standards not mentioned in this document if they are pertinent to the employee’s
performance, Sk ' S : ; '

8) Measuring Performance.  The : supervisory narrative should mmajy oite ’
- performance that is above and/or below the overall miing, :

b) Actions for Maintaining, Ihproving and/or Developing Performance. The supervisor
should highlight up to six performance issues the employee can roaintain, improve or
develop forther, These areas will be subject to further discussion and review,

- ©) Overall Performance Summary, The supervisor should give an overall rating giving
each criterion approximately the same weight, The supervisor should also give an oversll
view of the employee’s performance, - .




d) Comments and Signatures. The employes and evaluation reviewers should sign and
offer comments that are appropriae to the evaluation petiod.

¢) Attachments, The supervisor or empldyee may attach materials that support comments
made on the evaluation tool. Each should be numbered and referenced within the
evaluation. ‘ o v :

Employee Inferview. The employes and supervisor should discuss the evaiuaﬁon thoroughly.
The evalusation tool will be most effective when the employec full understands the comments
- offered by the supervisor and acknowledges the performance expeotations. o

Review. If an employee is rated as below expectations in one or more categorics, the
employee will recelve additional training and instruction in the applicable category or
categories and will be subject to review in said categories. The time of such review will be
determined based on the nature of the-deficiency, but will occur within 6 monfhs from the
date the evaluation is completed. } S

These performance standards in no way limit the Chiefs ability to disc(pline' an employee

- separate and apart from any consequences enforoed due to a below expectations rating in one or
more categories, if the facts, circumstances, or events that led to the rating warrant diseipline on’

their own. : o _ , ’




. . Professional Attitude and Development
Exceodk Expectati ons; : e : S

Consistently displays & positive attitude whea dealing with other employees as well as with the

public, Routincly reports for duty ready to meet the duties and responsibilities of histher

-~ position, Consistently participates in disoussions and endeavors to better the Department, its
goals and initiatives. Input is consistently constructive and rarely divisive. Open to other ideas
and suggestions, Tolerant of others with diverse backgrounds and/or opinions, and strives to
make each enconnter a positive experience. Consistently willing to help fellow employees and

- members of the public resolve issues in a mature and responsible manner, Regularly sesks to-

- improve self by being self-aware and willing to accept coaching from others, Seeks out training
and educational opporfunities, on and off the Jjob. Maintains an understanding of modem
policing philosophy and consistently puts that understanding into practice in the performance of
duties, e R : :

ectations:

‘Displays & positive ettitude when dealing with other employees and members of the public.
- Prepared for duty and the responsibilities associated with his/her position. Participates in
discussions and displays a willinghess fo improve the Department, its goals and initiatives,
Constructive when offering ideas and suggestions.  Works well with others of diverse )
backgronnds and/or opinions. Will offer assistance fo fellow employees and members of the
‘public. Will participate in Department training inifiatives and will at times sesk out other
training and edueational opporfunities. Responds to criticism in a positive manner, accepting it
a8 an opportunity for growth. Aware of modern policing philosophy and makes sn effort to
- apply these in the performance of duties, . : :

pectations:

Tends to displays a negative attitude when dealing with other employees and/or the public, Has
a tendency to report for duty unprepared to perform reguired duties and responsibilities,
‘Unlikely to participate in discussions and shows little interest in improving the Department, its
goals and initiatives. Tends to be inflexible and may even appear 10 intentionally hinder the
efforts of the Department to move forward, Tends to offer input that is not constructive and may
appear to be divisive. Tends 10 be intolerant and/or at times disrespectful of others, Hasa -
tendency to engage in gossip or other unproductive discussions. Tends to avoid or deny areas of
growth and is reluctant to participate in training and educationsl opportunities, Tends to be -
excessively defensive when offered constructive criticism. Tends to be unfamiliar with modern
policing philosophy and is unlikely o use these practioes in the performance of duties.

¥




. - Communications Skills

Exceeds Expectations:

Hes an excellent working knowledge of the English language including proper graminar,
vocabulary and sentence structure. Speaks clearly and concisely, listens attenﬂvely andisableto
retain information precisely. Versatile at speaking in a wide variety of situations and is skilled at

speakmg on the phone and radio. Easily understood and can communicate effectively with a

diverse group of people. Written, communications are consistently completed in a timely =

manner, using appropriate forms and/or media. Written communications consistently contain afl
necessary information and require little or no revision. In all forms of communication (written,
verbal, and nonverbal), employes is actively aware of what is being communicated and iy alert to
subject matter or language that may provoke or offend others. Understands when and who to
speak with in any given sitvation, and the types of mformauon that should be shared.

ts Lxpectationa:

Has a satisfactory working knowledge of the Englush language and generaﬂy uses proper

grammar, vocabulary and sentence structure. Employee usually speaks clearly and is generally

- understood, listens effectively and is able to retain information accurately, Reasonably adept at

speaking in different situations and effectively communicates on the phone and radfo.  Usually

has no difficulty in speaking with individuals of diverse backgrounds. Written communications

are completed on appropriate forms and generally submitted in a timely manner,  Written

communications contain most of the information required and may requu'e some revision. In all

forms of communication (written, verbal, and nonverbal), employee is aware of what is being
communicated and is aware of subject matter or Janguage that may provolce or offend others,

With minfmum assistance, nnderstands when and who to speak with in any given snuauon, and
the types of information that should be shared. ,

loyy Ex :
Tends to have difficulty with the English language Tends to make errors with gtammar,
vocabulary and sentence structure, Prone to being misunderstood and/or fails to communicate
effectively (including a tone or manner that may provoke others). Does not listen effectively
and/or reteins information inaccurately. Tends to be inflexible or limited in hisfher ability to
handle different situations. Tends to have difficulty communicating on the phone and/or radio.
Has a tendency to communicate ineffectively with individuals of differing or diverse
backgrounds.  Written communications tend to lack sufficient information, regularly require
revision and/or unnecessary correction.  Has a fendency to submit reports or other required -
material Jate. In all forms of communication (written, verbal, and nonverbal), employee tends to
be unaware of what is being communicated and is likely to discuss subject matter or use
language that may provoke or offend others (or this behavior may be intentiopal). Has a
tendency not to recognize who to spesak thh in any given situation and/or tends to share
improper mfoxmahon. i 5
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S ‘Team Work and Cooperation
. Exceed Expeotations o ,
 Regularly available to other employees 8s & source of guidnﬁce, leadership and assistance. :
- Makes every effort to understand and be sensitive to others with differing beliefs and styles. In
conflict situations, strives to reach a consensus, is willing to make concessions, and is sble to
contribute to a professional resolution of the conflict, Consistently treats others with respect and

courtesy and can be depended upon to offer assistance to others, partioularly during diffioult or -
stressful situations. Routinely offers constructive advice, Makes every effoit to carty his/her

' portion of the téam’s workload, and can be expected to accept extra duty, Routinely commends

and shares credit for success with team members. Consistently encourages other employees to
. Work together to accomplish Department goals and objectives. Actively seeks ont new ways to
improve the agency and the community through team-oriented activities and projeots. ‘

- Mects Expectations

Is usunlly available to other employees as & source of guidance, leadership and assistance,
Usually understands and is sensitive to others with differing beliefs and styles, In conflict
situations, understands the importance of 8 consensus, is able to make concessions, and
~ contributes to a professionel resolution of the conflict. Treats others with respect and courtesy.
Usually offers assistance to others, especially during difficult or stressful situstions. Will uspally
offer constructive advice. Will perform hisfher portion of the team’s workload, and occasionally

. @ccepis exira duty, Commends and shares credit for success with team members. Bncourages
- other employees to work together to accomplish Department goals and objectives. Able to seek
. -out new ways to improve the agency and the community throngh team oriented activities and
projects, : : :

elow Expectations

Tends 1o be unavailable to other employees as a source of guidance and assistance, Tends to
- misunderstand and/or be insensitive to others with differing beliefs and styles. In conflict
situations, employee tends to resist a consensus, is unwilling to make concessions, and impedes a
professional resolution of the conflict. Has & tendency to mistreat others andfor fail to use
common courtesy. Tends not to give assistance to others. Tends to avoid giving advice and/or
- may give inappropriate advice. Tends not to carry his/her portion of the team’s workload, and/or
avoids extra duty. Demonstrates & tendency to diminish the contributions of others and/or
exaggerates his/her own contributions to the team’s success, Tends not to encourage other
- employees 10 work together and at times causes divisive bohayior. Unlikely to seek out new
ways to improve the agency and the community through team oriented activities and projects,
Tends to be unnecessarily critical of other employees, the Department and/or community, :




Beat Operations

Consistently plans and schedules his/her activities to make the most efficient use of time with
strong focus on the goals of the Department. Skilled at performing multiple tasks and duties
siwltencously. Preliminaty, follow-up, accident and other reports are consistently submitted -
with all required information on or before required deadlines and timetables. Manages his/her
time independently and is self-direoted. Consistently keeps his/her supervisor informed about
the status of projects and work assignments. Understands and applies the philosophy of
commynity policing by engaging the community, establishing partnerships and focusing ori long
range problem solving. Is rowtitiely aware of eriminal activity and quality of life issues within
the assigned beat. On e daily basis, the employee is very effactive at handling the routine events
that occur on the beat and is skilled at anticipating problems or other special needs. Actively
contributes to the beat book, bulletin board, computer records, and/or any other resource that
improves the daily operations of the Department. Maintaing a strong familiarization with the
role of other agencies and the resources they may have available.

Meets Expectations

Satisfactorily plans and schedules his/her activities so that work can be completed efficiently
with focus on the goals of the Department, Is able to perform several tasks and duties
simultaneously. Preliminary, follow-up, accident and other reports are penerally submitted with
all required information in accordance with required deadlines and tirnetables. Manages his/her
time with a reasonable amount of coaching and will use free time to self-initiate activity. Keeps
histher supervisor informed about the status of projects and work assignments. Is observed
practicing the philosophy of community policing by engaging the community, establishing
partnerships and focusing on long range problem solving. 1s aware of criminal activity and
quality of life issues within the assigned beat, On a daily basis, the employee handles the routine
events that occur on the beat and is able to anticipate problems or other special fieeds. Likely to
contribute to the beat book, bulletin board, computer records, and/or any other resoutce that
improves the daily operations of the Department, Maintains familiarization and/or is able to
identify the role of other agencies and the resources they may have available.

ol ectations

Tends to be ineffective or fails to plan his/her activities and work is not completed in an efficient
manner., Work effort tends to be inconsistent with the goals of the Department. Tends to focus
on single tasks or is otherwise rigid in the handling of duties. Preliminary, follow-up, accident
and other repotts are likely to be overdue. Tends to need direction, close supervision, andfor
- guidance from histher supervisor. Does not understand or does not otherwise apply the

philosophy of community policing on any regular basis. Tends to overlook or be unaware of
eriminal activity and quality of life issues within the assigned beat, On a daily basis, the
employee unsatisfactorily handles the routine events that occur on the beat and is unlikely to
anticipate problems or other special needs. Tends not to contribute to the beat book, bulletin
board, computer records, and/or any other resource that improves the deily operations of the
Department. Lacks the familiarization or ability to identify the role of other agencies and the -
resources they may have available. , - s




Désk,“l)ispat(:h, and Bookixig Operations

- Consistently demonstrates awareness that desk and dispatch operations are critical 1o the aﬁ%dﬁvenesa of |

the Department whether or not assigned to the desk position. When assigned, readily acoepts the desk

responsibilities and immediately tends 1o the duties. Consistently uses good judgment and is capable of

making decisions without close supervision. Consistently demonstrates effootive communication skills ,
when dealing with the public, field units, dispatohers and supervisors. Demonstrates awareness of (or is
able to quickly obtain information for) most comuunity events, issues and circumstances and is sble to
respond to inquiries. Rogularly monitors the activity of field uni Toutinoly assists dispatohers and keeps

'+ supervisors informed. Ensures that accurate information is collected and assumes responsibility for

accurate data entry into the journal, reports, restraining orders and othor records kept at the desk position.

. Has g strong working knowledge of dispatch operations and equipment and is able to readily assist when
- activity levels or serious incidents require his/her attention. Skilled at booking detainees and insuring that

all paperwork is processed comrectly. Adept at handling difficult and/or combative detainees and is able -
to avoid foreseeable problems with cellblock operations. Makes wise decisions when to assist desk, ,

- dispatch, and booking operations when ot assigned to these duties. i

Meets Expectations

Awaro that desk and dispatch operations are critical to the cffectiveness of the Department whether or not
assigned to the desk position, When assigned, satisfactorily tends to the desk duties. Is able to -

. communicate effectively with the public, field units, dispatchers and supervisors, Makes good deoisions
- &nd does not require unnecessary supervision. Is able o answer general inquiries about community

ovents, issues and circumstances. Monitors the activity of field units, assists dispatohers and keeps
supervisors informed, 1Is able to collect information and make acourate data entry into the journal,
Teports, restraining orders and other records kept at the desk position. Satisfactorily performs digpatoh
operations and is able to assist when activity levels or serious incidents require hisfher attention. Can
book detainees and process all paperwork correctly. Generally does not have difficulty-handling
detainees and is able to avoid foreseeable problems with cellblock operations, Understands thet any
officer while present in the station may be called upon to assist with these duties, and does so to the best -
of his/her abilities, S S : v v

Bg!ﬁﬂ E;.Qggtﬂﬁons

Tends to be vowilling to assume desk responsibilities. Tends to be unaware of the desk position’s
importance to the offectiveness of the Department (whether assigned to the desk position or not). . Tends

: 1o be lax when assuming the desk. Tends to be ineffective when desling with the public, field units,

dispatchers and supervisors. Tends to use poor Judgment and/or does not keep supervisors informed.

Tends to be umaware of (or shows & lack of interest in) community events, issues and circumstances and i
+ not effective at answering inquiries. Tends to be inattentive to the aotivity of field units and reluctant to

assist dispatchers. Information collected for the journal, reporis, restraining orders and other records

~tends 1o be incomplets and/or requires reguler inspection by & supervisor. Tends to be ineffective with

dispatoh operations snd equipment, and hesitates (or fails to) assist when activity levels or serions
inoidents require his/her attention, Demonstrates unsatisfactory skill st booking deteinees and hag
difficulty processing the paperwork correctly. Tends to have problems with difficult and/or combative
dotainees and is not likely to foresee problems with cellblock operations. Tends to'be unaware and/or

- unwilling to assist with these duties when present in the station, or tends to impede or disrupt the
operstions. V




. Traffic Safety and Enforcement
Exceeds Expectations: |

Frequently speaks of the importance of traffic law enforcement, education and engineering, MV collision
reports are always investigated thoroughly; operators and witnesses are accurately quoted or paraphrased;
and scourate measurements and diagrams are made. Supplemental reports explain how and why the
collision occurred, and specify why a citation was issued. Traffic related documents are always submitted
in a timely manmer. Demonstrates strong knowledge of traffic laws and related caso law. Actively
enforces MV infractions Overall traffic enforcement effort is well balanced betwoen the types of citations
igsued and the offenses charged. Routinely identifies criminal MV offenders, Traffic and other road:
hazards are roufinely identified and reported. Teams wp with others 1o identify traffic problems and
frequently uses unassigned time to self-initiate traffic enforcement. Uses the CJIS system routinely and
effectively. When employed on & traffic detail, demonstrates a conscientious handling of traffic safety

while meeting Department goals and public perception.
E ons: B

Demonstrates ability to discuss, in 2 constructive manner, the importance of traffic law enforcement,
education and engineering. MV collision reports are orgenized ‘and provide sufficiént information
(including suitable measnrements and diagrams) to meet the needs of the Department. Traffic relsted
documents ave submitted in 4 timely manner. Demonstrates a working knowledge of traffic laws and
related case law. Meets Department expectations for enforcing MV infractions..  Overall traffic
 ‘enforcement effort is balanced between the types of citations issued and the offenses charged, Is able to
 identify criminal MV offenders, Is able to identify road hazards and is able to work with ofhers to
identify traffic problems. Uses unassigned time to self-initiate traffic enforcement and tegulatly uses the’
CJIS system. When employed on a traffio detail, satisfactorily provides traffic safety while meoting
Depertment goals and public peresption. SRR

Demonstrates  unwillingness to accept the importance of traffic law enforcement, education and
engineering. MV collision reports tend to be incomplete and/or require revision. Traffic related
dooumetits tend to be overdue and/or lost. -Tends to make unnecessary istakes with traffic laws and/or
related case law. Enforcement of hazardous moving violations is inconsistent and/or below Department °
standards. Traffic enforcement tends to rely on one type of citation or narrowly focused on a few charges.
Criminal MV offenders are infrequently identified. Parking enforcement is uncommon. Does not make
an effort to identify road hazards or identify traffic problems. Unassigned time is not used for self-
initiated traffic enforcement. The CJIS system is used uncommonly or ineffectively. :




Investigation, Initiative and Problem Solving

xeeeds Expectat] | g ,
Efficiently and effectively investigates all assigned cases. ‘Consistently preserves evidence and
~ brimes scenes from many different types of incidents. Understands and applies investigative
~ methods that sipnificantly improve the quality of the investigation, Preliminary reports are

. thorough and follow-up investigations are completed as quickly as the investigation permits
without prompting from a supervisor. Frequently self-initistes investigations end routinely
conducts threshold inquires. Routinely uses computer and other resources to identify leads,
similar incidents, Pproperty records, or otherwise enhance the quality of the investigation, Secks
out opportunities to identify problems, suggest solutions and/or implement corective initiatives,
Routinely demonstrates skill at asking appropriate .and timely questions while keeping
supervisors and -other staff members informed. Uses effective interview and interrogation

~ methods, Effectively and routinely conducts follow-up interviews with victims, witnesses and/or

parents, Effectively demonstrates crime prevention initiatives as well ag identifying and helping - N
potential victims o avoid future problems, Demonstrates a sound use of discretion when making
decisions and working through problem solving activities, - , i

Meets Expectations
Efficiently and effectively investigates assigned cases, Is able fo Ppreserve commonly found
evidence and preserve obvious crime scenes, Applies routine investigative methods that are ,
adequate for Department needs. Preliminary reports are submitted in a timely manner and
- follow-up investigations are completed as needed with minimum prompting from s supervisor, .
Self-initiates investigations and conducts threshold inguiries. Competently uses the computer -
and other resources to improve the quality of an investigation. Identifies some problems
independently; snggests solutions and/or implements corrective initiatives. Asks appropriate and
timely questions while keeping supervisors and other staff members jnformed. Tnterview and
interrogation methods are adequate, Satisfactorily conducts follow-up interviews with vietims, .
-witnesses and/or parents, Satisfuctorily demonstrates crime prevention initiatives as well as
identifying and helping potential victims to avoid future problems. Uses appropriate discretion
‘when making decisions and working through problem solving activities,

Below Expectations

. Assigned investigations tend to be incomplete, abbreviated, or af times avoided, Demonstrates &
tendency to overlook (or not Tecognize) evidence or neglects to preserve crime scenes properly.
Tends to use only basic investigative methods. Preliminary and Tollow-up reports tend to be late,
- in need of revision, and/or missing basic elements. Tends to need supervision to complete
- xeports.  Infrequently initiates investigations and threshold inquiries, Computer and other
 Tesources are not used effectively to improve an investigation, Infrequently engages in problem
solving and other related skills, Demonstrates difficulty obtaining information and/or keeping -
supervisors and other staff informed in a timely manner. Interview and interrogation methods
need improvement, Tends to neglect or fail to conduct follow-up interviews with victims,
- witnesses and/or parents, Fails to demonstrate (or demonstrates poorly) crime prevention
initiatives. Demonstrates an unsatisfactory ability to identify and help potential victims to avoid
future problems. Tends to use questionsble (or Inappropriate) discretion when making decisions
and working through problem solving activities. ~ , '

10




Safety and Emergency Response
ceeds ons:

Alert to hazards that may endanger the officer, the public or other employses. Takes immediate
action to reduce or eliminate hazards. Decisions during emergency and/or stressful conditions
rarely need to be modified or cortected by a supervisor. Very skilled at managing and de-
escalating volatile situations and individuels who are agitated, aroused or emotionally charged
- thereby reducing the potential need for force. When necessary, the reasonsble level of force s
used. Avoids high-speed pursuits (except where permitted by policy) and recognizes the
inherent danger of high-speed pursuits. Calls off MV stops consistent with guidelines. Always
uses safety equipment* as needed. Consistently wears ballistic vest despite heat or assignment,
Routinely uses care and caution when handling any potentially hazardous duty** and
encourages others do so. Qualifies as an expert with Department issued firearm, qualifies with
shotgun, and takes additional time to praotice and become pmﬁcient with firearm handling,

‘ts ectations:

Demonstrates awareness of hazards that may endnnger the ofﬁcer, the public or other employaes
Takes action to reduce or eliminate hazards. Makes good decisions during emergency and/or
stressful conditions that do not require unnecessary supervision. Satisfactorily manages and de-
escalates volatile situations and individuals who are agitated, aroused or emotionally charged
thereby reducing the potential need for force. When necessary, the teasonable level of force is -
used. Adheres to guidelines governing the use of high-speed pursuits. Calls off MV stops
consistent with guidelines. Uses safety equipment* as needed. Regularly wears ballistic vest.
Routinely uses care and cantion when handling any potentially hazardous duty**, Qualifies
with Department issued firearm and shetgun, and demonstrates proﬁclency with firearm

handling,

Below Expectations:

Misses or must be rem.mded of hazards that may endanger the officer, the public or other
employees. Fails to take action, or takes insufficient measures, to reduce or eliminate hazards,
Decisions during emergency and/or stressful conditions cause problems or require additional
supervision. Tends to be ineffective at managing and de-escalating volatile situations and

 individuals who are agitated, aroused or emotionally charged. Uses force more frequently than-
others to control situations (or force was deemed unnecessary or unreasonable). Engages in one
or more pursuits inconsistent with Department guidelines. Does not call off MV stops consistent
with guidelines. Fails, neglects or inconsistently uses safety equipment* as needed. The
handling of potentially hazardous duty** places the officer or others at risk, or otherwise

~ causes unnecessary problems. Fuils to qualify with Department issued firearm andfor shotgun,
or fails to demonstrate proficiency with firearm handling.

*safety equipment ~ includes handouffs, rubber gloves, CPR face shields, white gloves, traffic
vests, reversible coats, rain & snow equipment; emergency lights & siren.

**potenﬁally hazardous duty — includes operation of MV, handling of firearms, arrest
situations, prisoner handling, MV stops, threshold i mqumes, hazardous materlals, single ofﬁcer
agsi gnmcnts, inclement weather _

%
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‘o ~ Neatness and Personal Appearance
- Uniform (including leather and equipment) is consistently neat, clean and well pressed, Wears
~ &ll uniform components and other clothing appropriate for assigned duties. Continuously aware
of his/her grooming habits and never hes to be reminded about haircuts, shaving or personal
hygiene in general. Consistently presents himself/ herself with 4 professional posture, demeanor
and bearing, Meets physical fitness standards required of his/her position. Assigned work area
is kept neat and clean, and is always left in this condition for relief staff, Consistently replaces
~ the supplies needed in the work: area. - Firearm and nonlethal weapons are always clean and
- propesly maintained, v . B

Uniform (including leather and equipment) is generally neat, clean and pressed, Wears uniforms
- and other clothing appropriate for assigned duties. Bemonmm awareness of his/her grooming

physical fitness standards required of his/her position. Assigned work arca is kept x‘mat and
‘clean, and is left in satisfactory condition for relief staff Firearm and nonlethal weapons are
- always clean and properly maintained, t RS 3 G

ectations

Uniform (including Jeather and equipment) tends to need cleaning, pressing and/or repair. Does -
not wear required uniform components and/or tends to wear clothing inappropriate or
unauthorized for the duty. Needs reminding to improve grooming habits and is likely to report 1o
work needing a haircut, shave or improvement in personal hygiene. Does not mest the physical
fitness standards required of his/her position, Tends to lack a professional poshure, demeanor
- and bearing. Assigned work area tends to be unkempt and/or disorganized. Relief staff finds it
- necessary to clean up afier the employee. - Inspection of the work area is inconsistent with
departmental regulations. Firearm fails one or more inspections; nonlethal weapons are not -
- maintained or damaged, : S IR
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| Attendance and Punctuality

S ons

Reports for duty for all shifts and mandatory assignments with five or less absences (40 hours or
less). When an absence does occur, gives ample notice directly to the on-duty shift commander.
Never late for roll call and arrives with sufficient lead-time to be properly prepared for
immediate duty. . Given the flexibility of time management, consistently weighs the importance ‘
of personel and Department needs before requesting leave, including partisl days off,
Consistently reports to duty assignments prepared and in a timely menner. Rarely needs to be
reminded to return to an assignment. When given an assignment or request, responds without

unnecessary delay. Clearly understands the hardships that emergency service may impose

including, but not limited to, extended work hours o complete assignments, mandatory overtime,
court hours, and missed meal breaks. = v :

Meets Expectations
Reports for duty for all shifts and mandatory assignments with 10 or less absences (80 hours or
less). When an absence does oceur, gives at least one-hour notice directly to the on-duty shift
commander. Rarely late for roll call (2 or less documented late incidents) and arrives with
sufficient lead-time to be properly prepared for immediate duty. Requests for leave are within
guidelines set forth by Department, including partial days off. Typically reports to duty -

" assignments prepared and in a timely manner. Is unlikely to need reminding to return to an
assignment, When given an assignment or request, responds without unnecessary delay,
Accepfs the hardships that emergency service may impose including, but not limited to, extended
work hours to complete assignments, mandatory overtime, court hours, and rmissed meal breaks, -

Below Expestations

With long period of documented illness or injury aside, tends to have frequent absences from
duty and/or mandatory assignments exceeding 10 days When an absence does gcour, gives less
than one-hour notice or tends to aveid giving notice to the on-duty shift commander. Late for
roll call on three or more occasions. Tends to arrive after roll call begins and/or is not propetly
prepated for immediate duty, When meal breaks are taken, employee tends to take an excessive
amount of time. Tends to request leave inconsistent with Department guidelines or short notice
requests for leave conflicts with investigations, reports or other assignmeats. Tends to be tardy
for duty assignments or is otherwise not prepared. Needs to be supervised and reminded to
return to an assignment. When given an assignment or request, tends to be tardy or involved in
avoidable delays. Does not see the importance or fails to understand the hardships that
emergency service may impose including, but not limited to, extended work hours to complete
assignments, mandatory overtime, coutt hours, and missed meal breaks, :

+
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Court Testimony
ceds ions ‘
. Consistently aware of required court appearances and remains familiar with the partionlars of the
- case before that date. Always presents himselffherself at court in proper attire and with adequate
time to check-in with a prosecutor or Assistant District Attomey. Mukes every effort to work
cooperatively with court officials, including defense attorneys. - Demonstrates the réserved and
unbiased demeanor that is expected of police witnesses, Always adheres to court instructions
and is adept at knowing what will be expected of him/her s witness. ' Will seek out -
‘opportunities to assist the prosecutor or AD.A. with case preparation. When testifying,
employee is always prepared, truthful, offers effective testimony, and does not allow conflict to
influence the testimony, Written materials, such as citation notes, are sccurate and complete
 thereby allowing the prosecutor to manage hearings effectively. i o

ectgtions

- Maintains awareness of required courtappcamncesandisablﬁtobecdmefamﬂiarwiﬂ: the

particulars of the case on or before that date. Presents himself/herself at court in proper aftire
and with time to check-in with a prosecutor or Assistant District Attorney, Works cooperatively
with court officials, including defense attorneys. Demonstrates the reserved and unbiased
demeanor that is expeoted of police withesses, Adheres to court instructions and is familiar with
the responsibilities of & witness, Assists the prosecutor or A.D.A. with case prepacation, When
testifying, employee is truthful, satisfactorily prepared, offers effective testimony, and does not
- allow conflict to influence the testimony, Wiitten materials, such s citation notes, are complete
and provide adequate information thereby allowing the prosecutor to manage the hearings,

Below Expectitions

Misses a required court appearance and/or needs to be reminded of court dates. Tends to be
unprepared or unfamiliar with the particulars of a case. Reports to court with improper attire
and/or does not check-in with & prosecutor or Assistant District Attorney. Tends to have
difficulty with court officials, including defense attorneys. On one or more occasions,
smployoe’s demeanor was inappropriate for a police witness, Tends to shuse or break court
instructions, Tends to be disinterested or otherwise fails to leamn his/her responsibilities as a
witness, Tends 10 be ineffective or reluctant to assist the prosecutor or AD.A. with case .
preparation.  ‘When testifying, iends to be unprepared, evasive, offers ineffective testimony,
and/or allows conflict to influence the testimony. Whritten materi , such as citation notes, tend
to be inacourate and/or incomplete thereby hindering the prosecutor at hearings, ;

~
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Additional Duties and Assignments*
Exceeds Expectations 2 ,
Volunteers for and/or readily accepts additional duties and responsibilifies. Understands and
promotes the goals and objectives of the assignment. Effectively balances the needs of special
assignments with regular duty assignments. ‘When necessary, confidentiality is strictly
maintained. Very effective and efficient at the given assignment and clearly demonstrates to

others the need for specialization. Spot lights special skills and abilities that are not commonly
used in regular assignments. Often idenﬁﬁ‘eq as a key member of a special work group.

Meets Expectations }

Cooperates ahd contributes when sdditional duties and responsibilities are ‘asslgned.
Understands and makes & reasonable éffort to meet the goals and objectives of the assignment.
Completes work from special assignments and regular duty assignments with some coaching or

supervision. When necessary, confidentiality is maintained. Makes valuable contributions and
competently fills the specialized assignment. Works appropriately with other group members.

Below Expectations

Tends to avoid additional duties and assipnments or otherwise demonstrates an hmppmprlate
attitude or behavior. Does not understand the goals and objecﬁves of the assignment or is
otherwise counterproductive. Ineffectively performs the special assignment while satisfactorily
performing regular duty assignments. Cannot be depended upon to keep. information
‘confidential. Unable to perform the special assignment and/or is detrixnental to the work group.

- *Additional- Duties and Assigaments involve special assignments and/or patt-time

responsibilities such as, but not limited to, Community lmpact, CID, Training, Crime Analysis,
Public Information and Education, Domestic Violence, Traffic, Housing, SRO, Hospital Liaison,
focus and work groups, as well as temporary full-time assignments. Supervisors must become
familiar with the specific duties and responsibilities of the special assignment. When
appropriate, feedback from special unit supervisors should be obtained. = -
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Patrol Officer & Detective ;
Performance Evaluatio:t} Form |




)

PUBLIC SAFETY STAFF

Patrol Officer and Detective Form ,
Employee Name: b - Job Title:
Department: ’ Review Period
From:
To:

Typeof Review:  Regular [0 Midyear []

RATING SYS H

The Beverly Police Department's performance evaluation system invoives two documents, the
“Performance Expeotations for Evaluation” and the “Performance Evaluation Form,”

There ate ‘twelve criteria for mensuring employee performance, Within each criterion, the
Department has performance expectations separated into three rating categories (exceeds
~ expectations, meets expectations, and below expectations). In each category, examples of work
skills and performance are offered to give employees and supervisors an understanding of what
should be measured. The examples provide a framework for employees and supervisors to
" prepare and disenss a performance evaluation but do not represent all potential measurements,

This form will be used for documenting employee performance for the given rating period. A
supervisor will prepare the form during each tating period. The Performance Evaluation Form
has four or five parts; S .

Part I; Measurh:g Performance; in this section the employee receives a rating for each
: criteria and a written narrative highlighting important work performance,

Part 11 Actions for Maintaining, Improving and/or Developing Performance; in this
section, specific behavior and/or performance expectations are identified, ‘

Part I Overall Performance Summary; in this section, the supervisor’s conclusions
and recommendations are presented. ; , : s

Part IV: Comments and Signatures; in this section, the émployee and superin'sory staff
sign the evaluation and offer comments. ' A

PartV: Attachments. The supervisor or employee may attach documents to support or
rebut any measurement, if necessary, Each attachment should be numbered and

referenced within the affected section,




. PARTI :
MEASURING PERFORMANCE

Professional Attitude & Developmexit ~ A measurement of employes’s attitude toward the
profession and willingness to improve job skills, L

Exceeds Expectnﬁons [ ~ Mioets Expectaﬁohs [0 Below Expectations []

‘Communication Skills — A measurement of the-employee’s ability to commumicate olear and
accurate information, including the ability to listen attentively and record accurate and pertinent
details. RN R N : : o

ExceedsExpectaﬁdns O Meets Expectations [ Below Expectations [ ]

Teamwork and Cooperation — A measurement of the employee’s interest and desire to assist
.and participate with others (including peers, supervisors and members of the public).

Exceeds Expectations [ ] Meets Eprctaﬁons [l  Beow Expectations [ ]

L




3

', PARTI

MEASURING PERFORMANCE

Beat Operahons - A measurement of how well the ofﬁcer handles roufine duties and
assignments,

Exceeds Expectaﬁone I:] Meets Expecmtions [0 Belw Expectaﬁons ]

‘

Desk, Dispatch and Bookmg Operatmns A measurement of employee s ability to manage the
desk, assist with dispatch operations and handle prisoners.

Exceeds Expectations []  Meets Expectations []  Below Expectations [ ]

¥

Traffic Sefety and Enforcement A measurement of employee g undetstandmg of traffic
initiatives and enforcement of trafﬁe laws. :

Exceeds Expectations [ ]  Meets Expectations [ ] Below Expectaﬁons O




[

¥,

'« PARTI

W

MEASURING PERFORMANCE,

.

Investigation, Initiative and Problem Solving — A mensurement of employee's ability to

 identify and investigate crimes and wnusnal incidents as well as demonstrate the sbility to solve

- Exceeds Expectations [0 Meets Expectations [ o Beldw Expectations [ ]

[

- Safety and Emergency Response — A measurement of how well officer handles potentially

hazatdons and emergency situations,

- Exceeds Expectations []  ° Meets Expectations []  Below Expectetions []

i

 Neatness and Appearance — A measurement of how well officer meets uniform standards and
- keeps work ared neat and orderly, o T SRS :

Exceeds Expectations [1 ° Meets Expectations [ ]  Below Expectations []




\. PARTI

MEASURING PERFORMANCE
Attendance and Punctuality - A bméasurement of eniployee’s attendance and puncmahty to‘
assignments, ' :

Exceeds Ex'pec‘taﬁoﬁé [T Meets Expectations []  Below Expectations [ ]

'

Court Testimony — A measurement of employes's court skills itic_:luding presentation of
testimony, appearance, demeanor and cooperation with officials, witnesses and defendants,

Exceeds Expectations [ ] Meets Expectations | ] Below Expectations [}

Addiﬂbnal Duties and Assignments ~ A measui'ement of émployee’s petformance with other
assignments and responsibilities, including but not limited to Community Impact, CID, Training,
Crime Analysis, Public informetion and Education, Domestic Violence, or other specialized
S]d.“s- : ' o

Exceeds Expectations [] Meets Expectations [] Below Expectations [ ] Not Applicable [




LT




e PART IT
ACTIONS FOR MAINTAINING, IMPROVING AND/OR DEVELOPING
PERFORMANCE : ’

1) Define performance that employee should maintain, improve or de’velop.r

Follow-up/Review:

‘2) Define performance that e’mpbloyéey should méintain, iniprove or dévelop‘

Follow-up/Reviéw:

3) Define peffonhancé that employee should maintain, improve or. develop.

Follow-up/Review:




o ‘ PART ’I !
ACTIONS FOR MAINTAINING, IMPROVING AND/ OR DEVELOPIN G
"~ PERFORMANCE

4) Deﬁne performance that employee should maintain, improve or develop,

Follow-up/Review:

5) Define performance that employes should maintain, improve or develop.,

Follow-npfkeview:

6) Define performance that employee should maintain, improve or develop.

Follow-up/Review:




PARTIN
OVERALL PERFORMANCE SUMMARY

This section mdlcates the supervisor’s conclusions as to the employees overall level of
performance. :

Criteria__ o IR Exceeds | Meets | Below

Proféssionaj Attitude & Deve]opment
Com:mmmatxon Skills
Teamwork and Cooperation
_Beat Operations
Desk, Dispatch and Booking Operations _
Traffic Safety and Enforcement
Investigation and Initiative
Safety and Emergency Response
- Neatness and Appearauce

ENEEE

Attendance and Punctuslity , _ l' .
Court Testimony WA

Egial Assxgnments and Duhes

- Narrative:

Written evaluation pmpafed by:

Date:

« Bvaluation interview conducted by:

Date:
10




. PARTIV
CO,MMENTSANDSIGNATURES '

EMPLOYEE

- I have reviewed this document and discussed the contents with my supervisor. Iunderstand that
- my signature does not necessarily indicate agreement with the evalustion contained in this
document, and that I may attach written comments that will be reviewed by senior management

- staff and included with this form in my personnel file. e :

Comments;

Dute: - Signature:

Administraﬁve Revieﬁ g | " |
Date: G f’Signiature:

- Date: e , o Signature:

‘fDatve: B o . Sign.nmre:

11
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PUBLIC SAFETY STA¥F

: Patro) Officer and Detective Form
- . Employee Namet. , - Job Title:
Department; o Review Period
To:

Me ofl!éviaw: Regular [0 Mid-year 0

- has four or five parts: ,

The Bevesly Police Department’s performance eyaluation systein involves two doouments, tha ci
“performance Expeotations for Evalustion” and the “Performance Evaluation Form.”

There are twelve criteria for measuring employes -pexformance. . Within ench: criterion, the
Department has performance expectations separated into threc ruting catepories (exceeds
expectations, meets expectations, and below expectations). In each oategory, examples of work
skills and performance are offered to give exployees and supervisors an understending of what
should bo measured. The examples provide a framework for employees and supervisors to
prepare and discuss 8 pexformance evaluation but do not represent ell potentisl measurements. -

" Performance Evaluation Form

This form will be used for documenting employeo performance for the given sating petiod, A |
supervisor will prepare the form during each rating period. The Petformance Evaluation Form

+

Patl: = Moeaswring Performance; in this section the'empléyee seceives 2 rating for each

. critetia and & written parrative ﬁghﬁghﬁng important work performance,

partXl:  Actions for Maintaining, Improving and/or Developing Performance; jnthls

section, specific behavior and/or performance expoectations axe identified,

Part Ik: | ~ Overall Porformsuce Summary; in fhis seotion, the supervisor’s conclusions

and recommendations are presented.
PartlV:  Comments and Signatures; in this section, the employee end supervisory staff
: _ sign the eveludtion and offer comments,
CPatV: Attachments. The supervisor or employoe may aitach documents to support of

rebut any measurement, if neoossary. Each pitachment should be numbered and
referenced within the affected section.




| . PARTI
' MEASURING PERFORMANCE

profession and willingness to improve job gkills, ,
Exceeds Expectations [ ]  Meets Expectations [ 1 . Below Expectations 0

Professional Attitude & Devélopment ~ A messurement of employee’s attitudle toward the

Communiqaﬁonb Skills A moasurement of the employee’s ability to communicate clear and
acourate information, including the ability to Listen attentively and record accurate and pettinent
Exceeds Expectations [0  Meeis Expectations [1  Below ExpectaﬁonS 3

TeamWork,_J_;_&gim and Cooperaﬂon‘- A measurmnehtv of the employee’s interest and
desire to assist end participate with others (including peers, supervisors and members of the
Exceeds Expoctations []  Meets Expectations -[] ~ Below Expectations O




PART X
? MEASUR]NG PERFORMANCE

' mﬂmt Operahons — A measurement of how well the ofﬁcer. handles Toutine
duties and assignments, ; o ,

Exceeds Expectations [] Meets Expectaﬁuns O Below Expectaﬂons 0O

gg_ng_r_\_dsﬁz_t_gi_peslg Dlspatch and Boold.ng Operaﬁnns A measmammi of employee 8
ability to manage the desk, assist with dispatch operations and handle pnsaners :

: Exceeds Expectations [] MeetsExpectutmns | Below Expectatmns 0o

ggpgmmg__gj_'l‘mfﬁc Safety and Enforcement — A. measmement of employeas
mderstanﬂmg of traffic inftiatives and enforoament of traffic laws,

| Exceeds Expectaﬁons 1 Meets Expegtaﬁons - : Belquxpnetaﬂons E]

i

'+




PART X , ,
< MEASURING PERFORMANCE
Investigéﬁoh, Initiative and I’mblem Solving — A mensurement of amployeé’s ability to
~ identify and investigate crimes and inusual incidents as well as demonstrate the ability to solve
. problems. , ‘ R ; , . ,

Exceeds Expectations []1  Meets Expectations [0 Below Expectations In

Bafety and Emergency Response — A measmement of how well officer handles potenﬁall);
hazardous and emergency situations. ‘

Exceeds Expactaﬂ(ms O Meets Expectations ' | Below Expectations [ ]

b

Neatness and Appearhnce — A measurement of how well officer meets tmifdrm standards and
keeps work arca neat.and orderly. ’ g

Exceeds Expectations [] Meets Expectations [[]  Below Expectations 0o




 PARTI e Y
MEASURING PERFORMANCE

 “Attendance and Punctusiity — A measurement of employee’s ationdance and punciuslity to

' Exeeeds Expectations [1 Mieela Expectations [1 Belwaxpectaﬁons a

oy

 'Court Testimony ~ A measurement of employee’ks oourt skills including presentation of
festimony, appearance, demeator and cooperation with officials, witncsses and defendants,

Exceeds Expgctaﬁons‘ [0 Meets Expectations [1 | Below Expectations { ]

“Additional Dubies and Assignments — A meesuroment of emﬁloyee’s performance with other .

assigaments and responsibilities, including but not limited to Community ¥mpact, CID, Training,
Crime Analysis; Public information and Fducation, Domestic Violence, or other specinlized
sﬁ]hu ¥ : * B : )

Exceeds Ex;wctdﬁonﬁ [} Meets Expectations [ Below Expeetations [ Not Applicable Ij




i
N
. 4 ¥
" ;
B "
i 3
:
* ¥
.
v ¥
»
i E
B
»
; ‘v
-
"
.t %
B
+
. . ,
¥
v
.
B « :
N E
v : t
.
.
3
.
u
Cy E
. B
. L N i
i
v
. e
f a
.
. . . - ' i
- f
» &




; 7 pamTH
ACTIONS FOR MAINTAINING, IMPROVING ANDIORDEVELOPING
PERFORMANCE

1 Degﬂe perfomance that émployee should maintain, improve or develop,

Follow-up/Review:

A 2) Define performance that employee should maintain, improve or develoﬁ,

| Follow-up/Review:

' 3) Define performance that employee should mamtam, improve or develop,

Follow-up/Review:




\i

PARTII
ACTIONS FOR MAINTAINING, IMPROVING AND/OR DEVELOPING
PERFORMANCE

: 4) Defite performnnce that employee should tapintain, improve or develop

Follow?np/RﬁvieW:

1

i

5) Define performance that employee showld maintain, improve or develop. ,

‘ Follow-up/Review:

6) Define perfdnnahce that employee should maintain, improve or develop.

Follow-up/Review;




“ PARTHION
OVERALL rmmonmmcm sxmmamz

This section mdlcutes the supervisor’s conclusions as fo the employee 8 overall level of
petformance. ; - :

 Criterie 5
meesmonal Atﬁtude & Development

.anoroemont

.. Written evaluation prepared by:
Date:

- Evaluation interview conducied by

Date:




‘  PARTIV :
COMMENTS AND SIGNATURES

EMPLOYEE 1 |
1have reviewed this 'doomneht and discussed the contents with my supervisor. Tunderstand that
my signature does not necessarily indicate agreement with the evaluation contained In this

document, and that I may, attach written comments that will be reviewed by setior management
staff and included wﬂh this form inmy parsonnel file, '

e

Comments.

Date: : . Signature:
 Administrative Review

Date:‘  Signature: _
. Dates R Signature:
" Date: " Signature:

11
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: CITY OF BEVERLY
Folice Department -

« ¥

Performance Expectaﬁoxis Fezfor Evaluation
iveSergeants, Lieiitenants, and




P
N

 Performance Rxpectations for Evaluation

Polics Officors are profissionsls, and as mch, are expected fo meintain excoptionally high
standards jo the performenco of thelr dutizs, Polico Offivers sre not only looked upon to keep
their sommunity sals, but to be 2 foundation upon which a strang commenity s ballt, Police
Qmmmumofﬂmkmmmmmm. 1ifs and property; the
poacs; prevent eoime! Mmmm&ﬁemmxﬁmofvhmnfm s enfores
ﬁ»hwsofﬂ»ﬂmmmuﬂm of Mussashuseits end the ordinsnoss of fhe City of Bovedy;
mpmmmwm(m»mmwmmmmmmw
emagentise,
The following performance. mdulmadwmdcemm Polico Officors
mmmgwnmmmmwm nfﬁmbyﬂacnymmammmﬂww and o pesiet §
officers jn treining, £s well 23 and curcor develupinent, '

Mm%vscﬂmﬂammmmm

Before the Evaluntion, At the beginning of the bmployee's reting period, the employes shonld

> mbwﬁmd:xm Bumployess are encouraged 1o epmpmﬂxclrpmimym(a}wmk

yperfonnance 1he expociations provided, Informal discusgions with superyisors and pears
mnmgvemmyuuwmmammmfmmmdmmm . .

Bupervisory Evaluaﬂun. At fhe boploming of an evalnation period, supervisors will begin
deafiing pvalustions for the employves assigned to thelr command,  Bach employes will bs

- pompered with the perfvrmance expestations and rated nocordingly, - Supervhors msy fnctude §
: pu&mnwmdudsmtmmﬁnwdhmkdmmmifﬁeympmmmthemphyeﬂ

periormance,

©) Messuring Performenes.  The s mmwmmmmxgm 1
‘ pufommothukabowandforhdowmewuﬂlmhg.

B Actions J‘orMalmNng{lmpmvlng end/ox h:!:)oplng I’erfnm;:hef.hz‘,m supervisor £
should 1o six performant cmployeo van improve.ar
develop firther, Kmmwmbemh]mtoﬁuﬂmd:mﬁmmﬂmw

©) Overal) Performance Bummn Tho or shonld give an overnll rating glving
each oriterion Mﬂgmew%mm%dmommnm :
viawofmnmplcyee'apuﬁmm S

i 2

»




- i : -

) Comucats and Sigostures, Tho exployos end evaluaton soviowes éhould egn end
mmmwmapgmmmmemwmpeﬂod. L

- t) Attachments, Ihnmpexvhororanp!oyoemwmhmmﬁﬁsmukuppmmw
:ﬁaonmeevn!uaﬁnnm}. mm&uemmmmmmmm

Nouplages Tnforview. Tho employes snd supeivisor sbould dlsouss the evaluation thoronghly.
mwﬂmwlmhmuMwth'mmm {he comments
omwmwmmwmmmmwm

" 'Review. If sn employee fs rated a2 beloiw expuetations In one or moré categories, the
* employee will rmfve sifditfonal trafulng and fostroction In fhe applicable category ar
categories and will be subjeet fo review fn sald eategories. "The tinie of sneh keview will be
determained based o the nature of the deficleney, but will occur within € months from the
date {he evsluation (s completed: : :

. These standards In po way Umit the !
mpmmﬁmmmwmmmmﬁmddmwawowmmmhm
memmwmmmmormsmmmmmwm

e
s




" imptove

Professional Attitude and Development

wmm - g ! it . '
,WnpwwmthgMnﬁumNWmswma;fmm :

. Conslstently ’
public. Routhuely reports for duty ready 10 smeet the duties and ros)
nsistes in dismssions

position. Consistently particlpatex snd sndeavors to betier the Department, #s &

. g;kandiﬁﬁsﬁv& Tapit Is cosistently sonstractive and rarely divisive, Opon to ofher ideas

, 1t of others with diverso baskgromnds eud/

WW»:: ond oﬁ'&?‘fﬁ? Asinte
polioing philosophy end consisteatly puts thet undorstanding foto

2

Tends o displays & negative atiitnde when dorling with other employses and/or tho public, Has
5 endency to soport for duty unprepared 1o oquired dities amd vesponsitllifies
mbpmmﬁdimsﬁmmdsmwsﬁthinMNmmD@mﬁum 4
goals and fnitlatiyes, Tends 1o be inflexible and sy even appoat 1o intentionslly bieder the
offorts of the Departiment fo moye forwerd, Tends to offer nput that is not consimictive and may
sppoar 1o be-divisive. Teads to be intolcrent sodvor st tmes disrespeotful of olbers, Has &
teodency 10 engago in possip or otber unprotictive disenssons, Tends to avold or deoy areas of
growih and'ls yeluctant to participate io tralning and edvoations] opportunifies. Tends o

" excensively defbaslve wheo offered constractive cririolem. Tonds o be wafumilier with stiodern

policing philosoptry end s unlikely to uso thess pmatioss fn the performence of duties.




L]

2

S Communfeations 8kills .

Exveods Expectations;

Humexcdht\mﬂnghoﬂadg&ot(haﬂnﬁkblmmqmludmg gramma, -
vooabulsey and sentence stractura. Speaks cleardy and concisely, mmmexymmum
retain information preclealy, Versatlls ot spealdng in & wide veristy of sftuations and {s skilled ot
specking on fius phone and radio. Basily understood and can communieats effectivly with 2.
dlvetse group of penpl Wmmmmmmﬂmmwmﬁwtympmhath%
manner, using ptiate forms and/or media. Wiktten commumnieatinns

necessary infhrmation and requité litils or no revision. haﬂfnmofcanmnu!naﬂon(wrm
M&m&nmvuha&mﬂmbaﬁvekmofwhﬂhb&gmﬁaﬂmﬂkﬂuh
subject matter or Iangusge that may provoke or offend athers. Understands when and who to

: wmﬁwmmmmmmumnﬁmwmw

Meets Expoctations:

Hes v satinfuciory working knowledge ofmeEngﬂmhngmgeandmmllyusesproper;
B e S ST
spaﬂnghdwlhuﬁlmwdeﬁmw

wmm

Tends to have difficalty with ths English language. deuomabmmthmm,
vocabulary and sentence structars.  Prone to being misundasstood and/or fails to communicale
‘effeotively (ino!udlngatoncotmmuaxthutmy provoke others). Docs not Tisten cffoctively
and/or setainy information inscourately. Tends to ba inflexthls or lmited b is/hes ebility to

+ * handle diffsrent sltnations, - Tends to have difffeulty communicating on the phons and/or radio.

m;mwmmmmwmwmmummum
hackﬁunds. Wrlttan commiindoations tend. to Inck sufficlent information, regularly require
tevision /ot unnecessary corection, - Fus a tendency ® sabmit rports or other requited..
material late. In all forms of commonleation (writien, verbal, and nomvecbal), amployes tends to
be mnaware of what is belng commuaicsted and Is likely to- discuss subject mistter or ose |

* fanguage that may provoke or offend others (or this behavior may be {ntentlons)). Has a §

Wwwmmmomwmmwmmmﬁmmdmmmsm
fapraper infocmation, :




Temq Work, Leadership, and Coopergﬁon
Expeed Expesiafions

, Rmﬁadyavdh‘ble mmbymmasnmwmwmim

every effori 1o tmdarstand end be semsitive to others with differing baliefs and siyles, Tn

‘ mﬁlﬁdtunﬁm, skim»mohammiswmingtomﬂmmmmissbh

tnapmmshndm ofmemnﬂwt. Abls

Jsmnﬂlyavmablcmﬁ«omploymuawmofgnidmmmmm

,Ummmmasmﬁmmoommmmmmm Incmﬂiot

ofamsmms,isabhtnmkveonmm

wu&wmumsewmplbhnepummgoﬂs and u'b,veotves, Abls 1o sock ot 1w WRYS to
imprwsmngmoy andﬂmwmmigrﬂnonghm oriented activities and projects, Those

Mtobmmvﬁlebletoomeremployesnasmoigumandmce. Tends to
misnderstond snd/or Wﬂvctom%d!ﬁuinghcﬁe&mdm In conflics
mmmpbyumﬂswmammm,hmvﬂﬂmsmmMWmmmﬁwa
pmieﬁnnalxesolubmofﬁmcmﬂm \ ] 7

', w = % ; .
others, Ten toamidglvlngsdviwmdfm glvcinappmdmadvlm Tondsnummy
mmmwofﬁem‘swoﬂdmd,wmavoidsmdw Demonstraies & teadency 10

diminish the mnbuﬁmnfo&mmﬁmmgm higker ovin contribitions to the feam’s §




-

problom solving, Is
‘Thandling the rotiting
speolel needs. Aotive

; otivaly :
any ofher reouree that improves the daily operafiony of the Deparment, alns
Samitlarizmtion with the role of othet sgecicles and he resources they may have avallable,

-

tviisiy RV ¢ y S P

, comthunity policing by enpaging the establishing partuazehips and
foousing on long renge problem solving, Often Xs awere aetivity and quelity of lifd
fsrues within the gesigmad beal. Onldﬂﬂymmemp!oywhmdmmemnﬁmmmm
ocour endhe-bost-ard is sble to anticipate problems or other special needs, Likely fo comtribube
to the beat book, bulletin board, computer records, and/or any other resource fhat inmproves the
dally opereations of the Departmeat, Muintains familiadzation andfor Is able to {dentify the role
of ctirer agencles end the resources they may have avillsble.

! VG oF 63 gunervISIE o AL T mw i
aud employees® work {5 ot completed in an effiolen . - Wotk effort tends to be
inoqnaistent with dee osle of the Depariment. Tends t focus on single tasks or ig ofherwise
rigld inthes hendling of dutles, Trelisinzy, follow-up, agoldent and other reports pf Suppryizecs

- ate tikély to be overdoe. Tewmmmm,cmmmﬂammha
" bisher ; o iy

superviar, Does not understend ar does oot otherwise eqpie
phillosophy of commumity policing on agy reguler basls, Tends {0 overlook or be tnawere of
ariminal aotivity and quality of lifb issues Within fie asipned heat. On & dally basls, the §
mmmmmmmmmmmmmmmkmmw
entlolpiais problems or othiar speclel netds, Tends not to contribute to the beat book, bulletin

 board, computer racords, and/or ray other tesource thet kmproves the daily operations of the

! 7




¥

arization

idlontify he role of ofhor sgoncies sad the

or ebllity to

Lacks the famill
they may bave availnbls,
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|

: mmammmmmﬂdmmwommmm»momof {

. mmm

- o 1 o o o o

mxmm

m t m:r:mwwmaa:wm Conslstently vses good
wods uses
mdkom%ofmﬁngdmimwimum halon, Counsistently, darmoandrabos m
when deabiog with fhe pubifo, fisl mumwmmm
Dmow«wumuf(mrktmomqniddy umwonh)umummmunﬂy
Mdmmunwm iublewmandmmm Eegululy monftons thnwﬁvlhrofﬁddmﬂt,md

mmm ttmdukpodaem Has mmd&mma’
mm loxcadnytsdtt ﬂtymmudwshdmnﬂc

Amimdadzmd sateh opetadlons sre oritie] to the

sxsigned o uﬁmed,aﬁsﬂmm
mmmmmyvummmo.ﬁmm dispatohiery
wmmd&amtmmmwnywpmm
: : dmmstmw Monkuxsﬁnamﬁvi@vt units,
3 ® +) kablﬂnmﬂeotlnfnm:ﬂonmlmbmmd&m ;
:nnl.mpnm,mminhg undoﬂwtreeurds!wptatﬁnd&kpoﬁon. Setistactodly @
opmﬁmsmdisab!etommwhmwﬂmy!mhormhm@‘ﬁ 5

Grer-Sunsryises tho |
giperwariccomeeliyof papsrwndk. - Genorally does not bave dﬁmmmmmﬂh shle fo
avold foresseablo problsws with cellblock operations, Undestends thst sny officer whils present {n the
swmmyhanadnpmmmiﬂwnhwadm,mddmmmmwotﬁﬂhuahﬂidu

- BelowExpectations

Tonds (o be verwilling to assums desk responaiblfities, Teads to be urswate of the dosk position's |
wmmoﬁvmofmnepmmmmcrmﬂmedbmmkpodﬁmmm ‘Tands

wl lmwhen g etk the desk. Teads 1o bo inefbotive wih when dealing with the public, field -
: andler-does-net-leep

: .,mmhgﬂ.m&mwkm Tends 5 v9e poot julpment,
. Mmb&mmof(mxhamahd:ofwmommmﬁymu,m :
mm&mmumm«m Teuds to be inattentive' to fic activity of
ﬁaldunlmhtdmhmwcdstdﬁpawheu, Taformistion collocled for the jousnal, coports, vestraining
bt m&mw'ﬁﬂ“m“ﬁ%{ m%""ﬁmm ‘
to piy or [ :
lavelz or seclous aifeation. Demorsirates insatisictory kil atsupeivising the

booking of detatnees and bas ditfi mm&wmem mwkg.sm.h.mi
" cormeotly. Tmhbhmmﬁm%dﬁmumwmmm niot likely to fureses

problems with celiblock oporations. Tends to bemwmaudfntmwminghmﬁwmﬂxmduﬂn
whmpmmtinﬁed%n.«mmommuwmwu




Jle

:
:du&ﬁdamm&l Whnﬁ:ﬂym&r

suforcement end sogolary Whmmployﬁmw@o
mmwnmmmwmmmsmmmwﬁm
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Investigation, Initiative and Problem Solving

Hvestigates all assipnied oaxer. Consistently preserves evidence and
ent types of incidents. Undestands and 4

routinaly canduos follow-up interviews with
atlves ks well

Efficisntly and offctively invest
evidanee and preserve obvious ctime kcencs.
adequate for Depariment noeds, Proliminery rapo

B pereats. - Setistactarlly provention infiiatives ns well.2g
{fying and helping poteatial victims to avold fitors problems. Uses eppropriate discretion
witen meking tons and working through problem solving activities, Js nble to adequately
gupervise fnvestigations, v

2

’mmummmmhmmmm@mdm&.matﬁmmwm Demtmsmgsa:
fendensy to k (or not fecopisiza) evidente or noglects to preserve crime soencs propetly.
Teads {0 uss only basic invostipative methods. Preliminary and follow-up : :

folks
Damonsteatas an and baly %ﬁmm avold
dhaegon. meking decisions

firture problems. ‘Tends to ups guestionsble (ot in
andd wgdduz‘ﬁuoughmbhm ¢olving activitiss,
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Safety and Emefgency Response

Alut-tohqusﬁatwmdmmufﬁem&apnﬁﬁamn&icmplw. ‘Pakos Immediate
hazards, Declsfons during energency end/or stressful conditions
need (o be motRtiled or coxrscted by a sworviser. Very skiied at mansging and de-
aﬂngmhﬁled&nﬂmandlndhi&uﬂswhommmd.mm&mmmmﬂ
theesby reduoing the poisatiel nieed for fores, When neossiary; the reasonable lavel f force i5
used.  Avolds highapeed pursuits (exoipt where
inlhierent danger of high-speed pusguits.

[+

encournges ofiess 0o 5o, Qualifins as with
o st

Meels Expeeiationss

mmmmofm&mwwmmmmmm«mmmm :
Takes sction to reducs or eliminats hazerds. Malces good decisions during emorgenoy andfor §
mmlm&mm&mmmwwmwm Satisfactorily thannpes and de- ¥
escalates volatils situations mdhdivldmlswbnmagimd.umodcxemoﬁmﬂyehugel
wmmmwmmmmmmmmuma&m& ;
wsed, | Adherss to guidstines govering the ues of high-spesd parsults. Calls off MV #tops
consistent with guidelines. Vses vulely equipment® as neoded. Regulacly woars ballistic vest. |

g ummemdunﬂmwhmhmdlhsmpotmﬁnﬂyhuﬂmdﬂy“. Qualifies -
mn@mwmmmmmmmmmﬁm 1
Misses or siuist bo reminded of hazards thet ity endangex the officst, the public or other
cmployeos. Fails fo take action, or tekes fusufficient meagures, to reduce or eliminste hezards.
Dedlsions dueing emergenoy andfor stressful conditions canse problesss or require additional
supervision. Tends fo bo incffective Mm@gmf&emhﬁngwmﬂammmd,
W&Msmmaﬁmmormﬁmmm Uses foroo mote frequeatly that
others to control gitwations («ﬁmm&medmmyommmnnbh). Bogages inone.
of more foconsistent with Departvient guldalines. Does not calf off MV stops consistent
with guidsiines.  Fedls, neglects ot inconsistendy uses safefy equipment® us needed, The |
handiing of potentially hazardous duiy** places the officer or ofhers ot risk, o oftisrwise
catizes wnnecessary probloma. Falls to qualify with Depariment fsmued fitearm and/or sholgun, ©
of fails to dsmanstrale proficiency with fireaom handling.

esafity squipment ~ iohudes handcash, rubbes gloves, GER fuce shislds, whito gloves, trafiis
vests, roversibls caats, tain & snow equipment, emerpency liglits & slren.

sepgteatinlly hazardous duty — includes operation of MV, handiing of fircerms, errcst.
mﬂmwmhwﬂmmm,mmﬂh@mmmmmm, single officer

‘assignments, fnalement wealher -

3




Neatness and Personal Appearance

. Usifwm (inchting Jeathor and equipment) §s consistontly ncat, cleon and well prosied, Weats
#ll vutfor components nd gther clofhl: sppropriats for essipned dutiss, Continnously ewsro
of hivher grooming habiis and never has to bo remindod shont hibrouts, shaving or persondl
hygitne jngeaerel, Conslsvently prescuts himself! hersolf with a professions] posturs, demeanar
iabptmmmmzmmmnwmmmmwm Coaslstontly replaces
the gupplies meeded in tho work aros, ﬁmapdmﬂatbﬂwmpmmﬂwmdmmd

Untormn (inchoding Jeather snd equipment) tonds to peed cloming, sd/oryepalr. Doss.
ot wear voquired mniform components endior funds fo wear © : o

1anthorized for the duty, Needs reminding o jmprove gropming hebits and is fikely io repoot to

wark needing n haircut, shave or improvement in porsonal hygiene, Doas not mest the physical 4
fitneas stendentls required of hisher position, Tends o jack a professional posture, demeanor .
ond bearing, mm,mmwhumymmmm Rolief :
necossary fo clesn vp afier the employes, Tnspection of the work aren s inconslsicat with |
" departmental sepulations, ermﬁlbomormnmmh:pmﬂm;mnkﬁulwmmmm,




Mests Expeciations
ﬁrduiymclhﬁﬂsmdmmdwam;mmxwiﬂx 10 o leas ghaenees (80 hours o
fess). Whn an abssrico does gives leastona—houtnoﬁmdimab'tomom-ﬁutyamﬁ
‘ 1ato iocldents) end ardves with &
for leave are within

fgnment,
Accepls

‘wotk hours to complote sssignmeats, mmdmwwuﬁme, covet hons, and missad

3

Below Exvectations

With Jong period of dooutented lfiness of fufury nside, teads to hava frequent sbeences from

dirty end/or mandatory assignments exceeding 10 days When en sbigacs dots DoouT, gives less

{hat onehonr notice or teads to avold giving notics to the on-duty shift commander, Lats for

: soll call on three or more cosasions m&wanivnﬂwmllallbegimuﬂmhmtpwpedy

prepared for immediate duty. annmealmammn,mpmyeﬂmwmmumsm

amotmt of limio. Tendaqunstlmvemmﬁsmwlmmpmﬂnmt guldelincs or short notics

i othier ussignments. Tends 6 bo tardy

o be enpervised and reminded fo

tends to b tardy or favolved in

ﬁleimpummorf;ikmﬁndmtmdﬂmhudshipsm

tnoluding, but not limtted fo, extended work hours fo complete
ow:ﬁma,uonrthws,mdmmedmeal breaks, :




¥

Court Testimony

*

sl scoualns ol with o partiics f 50

Mests Expestations
Malnains gwarencss of required court sppearances nd & oble
Mcﬁﬁ»mmubﬂwpﬂmﬁm‘ Presonts himsolfheself
sud with $ims to cheek wifh # prosccutor or Assistant Disiriot Atiorocy.
incinding defense mumeﬁ.h Dewonstrtes tho reserved
. Assitstho pioscoutor :




o

Additional Duties and Assignments*
Volunteers for and/or readily accepts additionat dutles snd es. Understends and

pramotes the goals and objectives of the assignment. Bfftotlvely balances the needs of spoclal |
: duty assignmen confidentlality i trictly B

othiers the need for speolalization. spooial slills nd abifities that are not
used In vegular sediguments, Oﬁmsgﬂmm akey member of 5 'speolal work group.

[

)

Mest Bxpectations

Wmmmm&mm:«mmmm@a
Undesstands aod makes & reasonable cfibrt fo meet the goals and objectives of the aeslpnment.
Cmplm.m&ﬁomspmlhlmlgmmmﬁmgxﬂm‘dmymigmmswhhmwmhhgw
aupervision. When niecessary, confidentiality fs mstomined. Makes valnablo confributlons and
, compotently fills the speolalized ssvignment. mewwimoﬁwmmm.

.

Brlox ¥xpechtions !
“Teads fo avold additional dufies and sssignments or otherwise demonatraies o inappropriate
aitituds or behavior, Does not vadesstand the goﬂsuﬁobjoeﬁv&ofmemignmmrori
atherwise conntaproductive, mmwmmmmwmmm

; , duty essignments. Cannot be deporded upoti o keep ‘frformation
pa&mﬁemddmipwmtmﬂorﬁ.deﬂmmmmwmkmm :

#AAdilonat Duties and  Assignments fnvolve speclal mssignment: i
responsibilities such as, but not Hmited fo, Community Impact, CID, Traibing, Crime Analyels,
Publis Information and Bducation, Damestie Violencs, Traffic, Holising, SRO, Hoapital Lisison;
foous, fosurend wark proups, s wall &3 temiporary full-time assigaments. Supervisos must
‘beconts famitiar With the specific duties and vesponsibllities of the speclal assignment, When.

appropriste, foodback from special unit supervisors shotld boobtatnod,

i

"
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" A. PATROL AND INCIDENT RESPONSE CAPTAIN

LIST 3 L o umt

Respond to incidents requiring your presence gs specxﬂed in Deparhnental policies.
Provide baok-uptootherpoliee pemonnel. ’
Request assmtauce fmm othar police pmonnel

- Use communications eq}upmcnt (e.g., radio, computer, telephone) to exohange mfomahon
 relative to official duties (e.g., reporting status and Jocation to dlspatchar, maintsining oontact
with other ngexmies)

g -

Participate in a large soale eoordinated search for one or more persons (a.g escapees, mautal
patients, lost people, etc) to locate or apprehend the person(s). .

Serve on special deta:ls to help maintain‘peace {e.g,, sbortion demonstrations, animal nghts)

Erect physical barriers, bodily serve as a barier, i issue ve.rbal commands, and/or uhhze the
neoessary degree of anthority to effect the safe, punceﬁn, and ordeﬂy flow of 8 orowd of people,

B. TRAFFIC ENFORCEMENT

G INVESTIGA'I‘ION s : , :
| Make recommendmon for disciplinary actions (as authonmd) based on faots ofi mveshgatxon,

Deparimental policy, and precedent, S L i
Conduet investigations of snbordmates who may be in violation of the law or Police Department

. policies and procedures,

Investigate citizen corplaints mvolving subordinates.

| ° Investigate accidents/complaints involving pohoe pexsonnel and teke appmpmte action.

D. ARREST-RELATED ACTIVITIES
Display or discharge a Departmentily approved firearm to protcct se]f and/or the publw. ‘

. Determine whether suspects mqmro medioel attention.

Ensure prisoners are held and detained in compliance with Depnmnemnl polxcy and apphnable
statutes.

- Make judgments sbout probable oause for wa:rnntless searches,

Distinguish between felony and misdemeanor classifications when makmg arrests.

4




Review co:npuwr and/or booking sheet to obtain informnﬁon about booked suspects gy
cﬁmmal history, omtandmg warranfs)

Physioally restrain or subdue a violent or resisting individual of mestce to protect gelf, the
 person bemg restrained, and ﬂae public, or to effect custody of an arxastee

Determine applicabilxty of Miranda when mstmg and detaining suspeots.

* Physicall celly sestrain or control a non-violent individusl or amesteo to proteot self,thspemon bemg
restrained, mdﬂxepubkc,ortoemctwsﬁodyofmmme& ’

E EVH)ENCEIPROPERTYMANAGEMENT B
Ensure the secure stomge of evidence and property in the designated location,

Determine whxeh methods are to be used to invoice and store property or avxdence
F. RECORD AND REPORT MANAGEMENT

Review and file Departmentel orders to maintain polioy mmmals and ensure appmpnate :
procedures ere followed when performing job fnncuons :

Complets adminish‘atn'e forms and reports (e.g., persontel 1 schedules, observation reports,
overtime) to record and document information needed adnnmstxatwe putpnsesandsubmlt
ﬂ\rongh the chain of command as appropriate.

Revxew contents of logs to get an accurate ovemew of dmtnct conditions and subordiniate
‘ gotivities.

Document mcommg commumcattons (e - requests for mfonnat:on, traxmng) and communicate
that information to other persontiel a9 necessary,

Place information (e.g., activity sheets yeports) into files to ensure records remam updmd and
cotuplete and for future reference.

Write formal reports (e. £ research reports, reports documenﬁng special proprams).

‘Review teports of subo:dmates and own Teports to ensute compllance with applicable policies ‘
(e.g., format, accuracy, timely oompleﬁon) and for informational pmposw and return reports

~ confaining megulauﬁes.

Wiite narrative reports (6.8.s incident xeports, intelligence reports) providing complete, accurate
mdoonsistent information. :

Record information required by Department guideines in proper logs.

Integrate information from multiple dooumenﬂs into summaries and synopses (6.8, mte.mnl
mves&gahons) and submit throngh the chain of command as appropnate




‘Write tetiors to citizens or others &s Tepreseatative of the police Department.
- Fifl in forms requiring specific infonnaﬁon accurately and completoly

Prepare periodic (dmly snd weekly) reports documenting significant actwmes and events in
ass:,gned operational area (e.g, Daily Crime Sheet) and submit throngh the chain of comniand as

appmprzate

5 Gather necwsary deta and oomplle statistioal mpons on unit activity, prodnchwty,

- Write and/or review press releases.

Maintain Jogs (written and/or computerized) of activities oocurring dunng ﬂm shift (e 8
 accidents, significant inoidents) to maintain a record.

Design and modify forms to docunient and summerize activities. |
G. COURT o
" '-Remewsemh and mastwan'ants prior to prasentahonto;udge or pmseoutorfor signing,

: Appaar andmuﬁr ash wxmess in an official proceeding (e.g., traffic court, irial, Civil Scrvice
heering) to assist in fulfilling the Department's role mﬁxe 3ud1e1a1 and administrative prooess

B.. COMMUNITY RELATIONS

Partivipate in cooperative opr:rauons {e.g, Task Foxces, emuhng wan'an:ts) to addross
communify conditions and crime, ;

" Design and develop new commmnty relations programs simed st faci]itanng polioe-commumty
relationships and reducing crime. , , i v

Explain the disposition of cifizen complaint incidents to complainants : }

Attend meetings (e.g., community meetings, concemed citizens) to discuss and exchange
mfonpahon, address problems, ooordmate aud develop plans of action, ete, -

. Communicate with neighborhood youths to facilitate pohue-oommunity rclahonshxps and doter
* criminal behavior,

~ Maintgin ourrent information about avmlable social ngenmes #nd their roles for vse in mfamag
-~ citizens seclang help. .
Interview oommmnty members to gain information oonoammg ofﬁcem' mtemstaons thh the
- community and coinmunity pro‘blems

Provide infolmation upon request to individuals and groups (e.g., business people, neighborhood
groups) fo increase awereness of potential victimization and deter crime,




Discuss police actions with relatives of prisoners ar complainams

Provide assistance and information to civilians seeking help (.g., directions, explanahons of
_ municipal codes and ordiriances, referrals to othar Department personnel or other
cm/entitles)

: Contact the immediate fatmly ofan mdmdual (in person) or noﬂfy unifarmed parsonnel to
pmvide information. to the family conceming that person's injuty ordeath. .

L POLICE DEPARTMZB‘NI‘ PROPERTY MANAGEMENT _
Maintain personal copies of Deparunental dn'ecﬁv& 88 mquirod by Depariment pollcy.
Clean and inspect weapons, ’

Oversee the storage, dislnbuhon, and maiatenance of eqmpment and back-up eqmpment (e
radios, shotguns)

. Maintain clothing end personal eqmpment to sattsfy mspwtion reqmrements

~ Assess equipment needs.

Condunt inventory of asslgned vebxcles and equipmentto ensure ﬂmt necegsary eqmpment is
availnblewhmneeded. .

Make reoommendatmns for supply orders to replace and mam(mn an inventory

Recognize vehicle and/or eqmpmcnt damage or malfimctions(s) and ensure that nooessary
tepairs are performed. :

Easure that building conforms to ADA and OSHA and advise appxopuate personne'l of theneed °
for repairs.

Attand equipment demonsh-ahons for Deparhnent eveluation,
J DIRECT SUPBRVISION ‘
Visit hospitel to check on officess involved in shooting incidents.

Ensure investigative activities (e.g., court affidavits, oom't-ordered surveillance, sea:ohes) ate
exeouted in compliance with legal requirements.

- Direct acﬁviﬂes st scene involving accxdental discharge of Departmont personnel‘s firearm
according to policy. .

Determine wheﬂ:er or notto temnaﬁe Vebmle pursuits based on location of pursuit, weather
geverity of crime, eto

Attempt to resolve confliots that arise between suburdmatcs

g0




Monitor aoimﬁes of office siaff md dmkpe:sonnel to ensurs appropnate perfonnance of duties - k
e takmg citizen complaints correctly and courteously, 1dennfymg self and district when

answeiing phoné culls)

Field cheok aohvﬂi&s of subordinates to monitor performance and complinnco with Dopa:hnent :
policies, procedures and applicable laws.

Tukestepstokeepsubordmm complaints ﬂommcahﬁuginlogﬂovances., b ;
Attend ar conduct roll oall, o S ’;’

Monitor radio traffic to keep informed of pcrsomsl acﬁvﬂm and ensure proper axsigmnent (&8
neod for backup, reassignment of officers).

'X. PERSONNEL EVAL’D‘A.'I‘ION AND COUNSELING
" Request mvesuganon of submlmates based on factors. such 88 symptoms of possible nsrcoﬁcs

©ouse,

| Tdentify problemaﬂo behaviar pattems and take stops 10 esolve fhe problem(s)
' Recommend transfer or adiiitional trasmng for mboxdmate based on performance
Suspend from duty violators of laws, ules or regulauons.

- Disouss perfonnance of subordinate with other supervisory personnel to obtain othets iuput and
~ ensure consistency in dezling with personne] matters.

Maintain subordinate activity statistics (e.g., tardiness, sick days)
Inform subordinate of disciplinaty action taken.

' Dismss job parformance indmdually with subordinate personnel @uring performance rating
period and at other times, 1o recognize strengths, provide encomgemont/guidanco in arcas of
nwded improvement, and st performance goals, L
Evaluate Dopmhnem personnel to deterpine suitabxlity for speom]med training, assigmnent, or
Write questions for and/or participate on interviow boards for promoﬂonlselechon of personnel
to special units, - :

Counsel subordinates regardmg personal problems and/or provide necessary refenals when
sequested by subordinates or when problems are affecting job porfonnance.

Tnvestigate instances of supetior parformanca or unusual heroism by subordinates to prepute e
: reportfor superiors,

Counsel officers about career development and advanoemen’r.




%

“

Conduct interviews with Depm'tment personpel to ensure compliance with polinies and
procedures. ‘

Complete fomlal pm'fonnance evaluatmn procedmes for subordinate persounel 10 identify and :

_ document strengths and ateas in need of lmprovement.

Inspect gmoming (e.g., personal hygiena), uniform, and personal equipment of subordinate
personnel to ensure compliance with policies mnipmoedmes s

"’ L. PERSONNEL ASSIGNMENT AND COORDINATION -

Provide information regarding shifi's activities (e.g., cars tied up, situaﬁom in progtess) to
s\qparvisorincharge ofsuooeedmg shift. '

Review and monitor leave requests, overtime requests slck leave usago, nnd cowrrt ovemme to

* ensure accaracy and recommend approval or disappmval

Ensure personnel attend and complete mandatmy tmimng

 Assign or delegate tasks {o persontel based on unit needs and priorities as well as personnel
considerations (6.8, avadabihty, workload, capabilities).

Review requests for changes in days off, hours or special duty and recommend approva! or
disapproval.

Prepare/adguxt work schedule in accordance with Departmental guidelines and as needed to

accormmodate special nseds (e.g., absences, holidays, trannmg) ‘
Keep track of assignments distributed among personnel as well as scheduled completion datos. ‘

-Mainimn personnel files,

Receive input from Department umts on personnel allocatmns »

Provide necessary resources (e.g., information, guidance, personnel, equipment) to aid another
Department at a scene (e.g., Traffic Safety personnel tu escort Fire Department personnel, K-9).

* Gather and review information regarding previous slnﬂ activities for use in planning the current

shift assignments.
M. TRAINING DELIVERY

" Provide onenmhontratmngto new subordinste persomnel.

Provide informal instruction or guidance to Department personnel to relay information regardmg
new policies and procedures, comect subordinate deﬁciencies, and reinforce previous learning

 (e-g., use of force/pursuit policies).

Momtér unplententauon of ﬂeld tramingto ensure compliance thh estabhshed staudards

+




y

Provide staff developmentmareas of functional mcm]izanon. : i
Request extemal resouroes to conduot speclaltmming SE

ﬁ:ainmgneeds based pn observation ofpcrsonnel pedbnnanoe (o.g. report wnhng,

. Identify
~ policy, and procedures) and make training recommendations,
| ~ Provide formal training to Depariment personnel (e.g., straight baton)
N COMMAND ,
* Assume command at incident scene during emergenoy and/or unexpeoted situations, issue

assignments, orders, and instmctions to personnel 1o coordinate, dixect, and assxst them mth their

. activities (6.8, peximntm' control, evacuation).
- Establish staging atea at serious incident scene for bzieﬁ:i‘g of persorme), etc

Recognize emergency situation and implement energency mobilization plan

~ Respond to major crime and incident scenes or in sensitive situations to ensare that proper -

actions re taken by police personnel and that other law.enforcement and publio service agencies '

~ are contacted.

Establish a command post for the purpose of directing opexahnns at serlous mcxdent scene (e‘g.,
bomb thmat hostage situation). : ,

Direct evacuations to ensure the safoty of pnhce personne] and the publio

Assume command at hostagelbamcaded guspect situations pendmg amval of speexalzzed nmts
Monitor pohee activity by mrho ' ' G
Attendbneﬁngs to discuss tactical plans and assxgnments. ,

0. INTERNAL/EXTERNAL COMMUNICATIONS & COOR,DINATION '

Ensure speclalty units and extemnal agemies are notified of situations warranting their attention
and involvement (e.g, hostage negotiator, Tactical Response Team, HAZMAT Fire

- Department).

Respond to guestions from the media regarding specific inpidents in accoxdemoe with Daparbnnnt

- guidelines forxeleass of information.

Conduct/facilitate meetings with subordmate pmonnﬁlto disonss and exchange information,
review new policies, address problems, eritique incidents, coordinate activities, develop plens,

o ete.

~ Notify dispatoher of special conditions that niay affect or are aﬁhcimg sector operatmns as
, requited by Depm‘hnent pmcadures, ‘

*




Consult with superlor to provxde/recewe assistmce with assxgned operational activities and keep
. him/her appused of potentml developmmts/problems

Provide guidance and suggwhons to subordinate persommel to assistthan in petformmg assigned ‘
 duties and addressing any problems that arise, =

Recelve and relay direchves, assignments, and specml orders to subordinates :
Propare mateial for City meetings and make notes of content of mestings,

Attend meeﬁngs tobe appnsed of orgamzational or procedural ohungos or to provlde of
exchange information. |

Communicate with other Department peraonnel infoma]ly to discuss and exchnnge infomatton
(eg. intel]igence), address problems, ete.

Commmucate with indwiduals ﬁ:om other city/state/federal agencm/emities to exohange
information and accomplish work objectives.

Contact other Police Deparunenis tnd Jaw enforcement agencies (e. g FBI) for information and
assistance.

‘Nntify other Pohce Deparlment units of upusual smwhons and condzﬁons asnecessary and
appropriate. .

chuest doounimts in records systems (e.g., pictures, cn'minal-biétories, etc.).
Respond to requssts for information from suporiot persOnnel.

Attend govemmenial hearings to answer questions, provide mfonnahon conceming budget,
contract, purchase requests and proposed ordinances, statutes, and laws. .

Contact outside agencies and organizations (e.g., social service agencies) for information.

- Answer investigative mquirlw ﬁ:om othex law enforcement agencies or refer inquiry
appropnately.

Monitor and teSpond to routine communicaﬁons (e.g. phone).

AAttend meetings, police functions, or ceremonies as Polioe Departmsnt represantnuve and '
prepate and deliver speeches as requested.

P. RESEARCH AND PLANNING
Formﬁlat‘e policies and regulations governing activities of the Police Department.

Review and | maintain crime statistics and mformatmn to identify trends in criminal activity (e.g.,
known trouble spots & individuals). _




LR

. Rend and review pmfessxonal hterature, technical joumals, and mwslemers to determine ﬁmr
application to Division operations and to keop ebreast of carrent pmoﬁces and developments

| Set operating goals for Division ox
,Assisrinmewﬁﬁngofpoﬁoymdpmm. ‘

Disouss controversial legal issues with Department or City legal advisor,

Prepareordmectﬂaapmpmﬁon of ordinsnces and resolutions for the Cxty :

3 Review requests for policy chunges snd forward to appmpmtc personnel for mommendahons. 5

- Make suggesﬁons to improve the effectiveness or efﬁclenoy of Depariment units. ‘
Q. FINANCIAL MANAGEMENT ‘

. Monitor budget expenditures (e.g., ovettime, equipment, grants, divisions)

Obtam and evalnate bid proposels and price quotahons on vations articles of polwe eqmpment
inoluding vehicles.

Supervise the purchase and acquisition of supplies and eqmpmant
Review and approve requests for equipment, personne] and bmldmg expandinnes
R. PROFESSIONAL DEVELOPMENT

Read and keep up-to-date on fedml, state, and local stamtw{oxdmames and coutt decisions to
enstire appropriate enforcement and investigatory activities. ‘

Read internal reports and training materdals to keep current on procedures and issves.

" Read and keep up~to-ﬂam on Depiartmental policies and pxoocdures to ensure appropnute
: mforoemont, investigatory, and administrative activities. .

" Participate in in-service training and recertification ;:mgrams inchiding firearms, pohcxas. and
practical/actical exercises (6.8., defensive tactios) to receive information and ae\relop

Assume duties of superior during superior's u‘usenoc. . =
Read outside htemure (e.g., texts andjoumals) to keep cument on 1aw enforcement fopics, _ s




Massachusetts PD — Lieutenant — Task Survey Anallysls
g Lieutenant Essential Tasks: - .

COMMONWEALTH OF MASSACHUSETTS POLICE OFFICER TASKLIST

s PRTROL AND INGIDENT RESPONSE o
I response to a report ot ohild abues, observe and evaluate the physical or mental condition of
the child, notify the appropriate agendes, and/or place the child In protective custody toprotect
the ohlld from physioat or mentel harm, it

= confronted with victim(g), conduct patient assessment and administer immediste care to
prevent further Injury, trauma, or death. , ‘ 5
Communlnatalneefg’fbe With a hiostage taker to reduce histker anxiety end prevent the loss of life
pending arrival of hostage negotiator. N : e
Use communications eduipment (8.4., vadio, computer, telephone) to exchange Information
relative to officla! duties (8.g., reporting status and lacation to dispatcher, meainteining contact with
other agencles). . . |
Respond fo a orime In progress and secure the area to effectan arrest, . .

[Cpérate a Depariment vehicie at a high rate of spaed, usin emergency lights and siren and

malntaining public safety, to respond o emergency calls for sarvice. L :

praise the sttuation, separate individuals, and discuss the grievances torestoraonder ata -
domestic dispule. S ) e
Provide bacieup fo other potice rsopnel.
Participats in & large scele soordinated search for one of more persans (a.4., escapees, mental
patients, lost people, etc) to locate or apprehend the petson{s). . -

| "‘2’5%&
3-14-l¢

iaquest assisance from ofher police personnel. ; ‘ —
Protect one or More persons (confidential souroes, witnesses, etc.) to provide for the gafety and .
seaurity of the parson(s) and the puble.

Respond [0 Incidents requinng your presence &8 spadified in Departmental policies.
[Separate individuals In 2 fight or disturbance (not a domestic disputte) to restore order and
minimize Injury to those individuals or property.

identify a person as disturbed (e.g., mentally, emotionally) o Incapaciiated (e.g., drunk, epileptic)
and detain that person in order to provide for placement. s
Respond to an alarm, secure area, and inspect for entry to protect fite and property and .
apprehiend the violator or violators. Lo

Erect phyeloal barriers, bodlly serve as a barler, lgsue verbal commands, andior utilize the
Inecessary degree of autharity to efect the safe, peaceful, and orderly fiow of a crowd of people.

Malntain current Information such as Tames. taces, and previous arfest tecords of known
oriminals bellsved fo be In the area.

Operate a Department vehicle undet non-amergency conditions within a specific geographic area

i obaarve and detect unusual achvit:as or circumstances, or violations of the law inorder to deter

crime ahd provide setvica to the publio

Serve on special detalls ©© help Taitain peace (8- abotiion demonstralions, animal ights).

B. TRAFFIC ENFORCEMENT

\When outaide of vehicle (e.g., making 8 traffio smpkemo%r padestrian of VeHcular raffio 10
reduice risk of injury to self or others and take evasive action when necessary.

Gonduethiekd sobriety tests (o determine probable =aiiae fof braaih or blood test and/or arrest for
alcohol or drug use. \

|Protect an accident ecene to aliow for & determinalion of the facts of the acoident

Diractraroute trafiic, place emergency signaling devices (6.4, fiares) or take other nacessaty
action to ensure a safe and orderly flow of trafiic when confronfed with unusual traffic condifions

1

(.., acoidents, stoplight out; parades).

13 %

Page 1

Vs




Massachusetts PD - Lieutenant — Task Survey Analysls
v * Lleutenant Essential Tasks:

Stop vehlojes for cause and check for raquired doouments, Jefocive squpment (8.g-, headlights,
tiree), and other violations to issue citations or wamings and to eld In the safe and legal operation
 lof vehloles on the road. S _

{Getarmine the elatus (e.g., sidien, disabled) of  stopped of ebandoned vehicle, indluding
{checking for inhabitants (.9., chidren, victms). ;

feste a oltation {0 2 traffic viclator.
vise Impounding of

‘equipment or vehioies left on the roadway.

policles and prooadures. . |
Make recommandation for discip scipfinary actions {as autho zed) based on fecls of investigation,

sartmental polloy, end procedent. ‘ '

ungn'colleota ence at a crime scene 1o preseive that evidenoe for use nan

vesugavor . e L e

Invest aooidentsicompiaints voiving police personnel and take appropriate action.
Protec taaimsuanammmnmnaibn by controlling access fo the scane and srecting

 {physical barriers {o preserve the evidence of a ciime. i
|Evaiiaie evidoncs (e, aniole, stbstance) to determins It relationship 1o &n | vestigation.
Tnterview and take writlen stalements from the general public, witnesses, victims, or suspests to
obtein and record information pertinent to the enforcement, regulatory, and servive funofions of
the Depaitment, . o

Tnepeci & suspeoted controlled substance o Take & prelminary determination of its identity and
request further leb tests as peedéd. : g

- |Determine the probable facts of the Tncident from examination end comparison of etatements and
- |otherevidence, ; : o

 |Pocument the elements of & crime and Identify polential withesses and suspests to produce g

" |prosecutable case, e : S

Eveluaie Individuals to determine their Grediblity andior manne In which they should be handled
(.., during interropetions). = s
Obseive One or more Persons, places, andlor things to collect information and evidence of

{orimipal ectivilles. '

" [P ARREST-RELATED ACTIVITIES % : —
Dispiay or dischafge & Depear Hentally approved fiream to protect self andior the public.
Sgsg&pﬁsanetsam held and deteined In comptiance with Departmental polloy and epplicable

 [Display or ubilze & Deparmentally fesiied non-firearm waapon (baton, Sprey) In & defeneive
| manner to control one or more persons in accortance with Department polioy.
fossbubid bl s ali

inguleh beween felany end misde:
Operate a Dape riment vehicle at & high

Figh refe of spead, maimalhing pubic safety and n
compliance _-_gepamnental pursut policy, to pursue and apprehend one or more violators.

i

]
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Massac,husetts PD ~ Lieutenant — Task Survey Analysis
S ' Lieutenant Essential Tasks: =~
Signal a felon to stop (8.0, emergency light, siren, P.A) In order o effect an arrest or contaln the
. ' .

[felon and ewalt backup. , ,

Delermine applicabiity of Mirantia when arresfing and detejning suispects.

Physically restrain or control a non-violent Individuat or atrestee 1o protect seff, the person being

restrained, and the public, or to effect custody of an arrestee. ‘

{Pursue a suspeot or viclator on.foot

Redord the arrest of an individuel (e.g., fill aut torme, photograph)

possible defention. : '

fake recommendations for strip or body cav

Review camptiter and/or booking sheet to o

criminal history, outstanding warrants).

[{egally foros entry Into buliding o apprehend sugpect and/or evidence. L

Search a vehicle for weapons, fruits of orime, of contraband fo effect an arrest, protect self end

 {the publio, and/or o obtan evidence. o :
Search g buiiding for individuals, weapons, fiufts of & orime, ar contraband o effect an arrest,

proteot self and the ptiblio, and/or to obtain avidancs.’ X

Transport pereon(s) (e.g., Witness, vicim), maintaining safely, for some officlal purpose.

E. EVIDENCE/PROPERTY MANAGEMENT 3

Eneure the secire storage of evigence and property In the designated location.

Eneure the manienance of ohain of custody for evidence.

i

Detariiive which méMiods ere to be used o involos and store property of avidence.

to document that arrast and

ity search.
n information about booked suspects (8.,

Releass property or evidsnce to authorized individysls.

[F. REGORD AND REPORT NMANAGEMENT ' ,

Review reports of subordinates and own eporis to ensure compliance with applicable polldles
|(e.g.. format, acouracy, timely completion) and for Informafional purposes and refum reports
contalning (regularities. :
Wiite narrative reports (e.g., Incldent reports, inteligence reports) providing complete, accurate -
and consistent information. ) ’

Fill in forms requiring sp =oifio Information accurately and completely.
Rat\{‘lmegs contents of logs {o gat an acourate overview of district conditions and subordinate
Comblsta atdministrative forms and reports (.0, personnel schedules, observation reports, ’
ovartims) to record and document information needed for adminlstrative purposes and submit
through the chaln.of commiand as appropriate.

Record Informaion required by Depariment guidelines In proper logs. ,
Place Information (6.0, activity shests, reparts) into Tiles to ensute racords remain updated and |
complete end for future reference. Sl :
Review and file Departmentai orders to Painiain policy manuals and ensute appropriate

procedures are followed when performing job functione.

Simmafize In wiling the stalements of withesses and complalnants. '

Dooumant incoming communications (e.d., requests for infottnation, training) and communloate
fhat information to other personnel es necessary. L ,
Integrate information from multiple “documents into summanes and synopees (e.d., Intemel
investigations) and submit through the chaln of command s epproptiate.
Maintain logs (written end/or computerized) of activities occurring during the sttt (e.g., acoldents,

iile formtl teports (e.g., fesearch 'r"éiéns reporie documenting spacial programa).
Gather necessary data and complie statistical reports on unit activity, productivity, etc.

3
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heaﬂnnm«asslstln fulfiling the Depariment's role n the judiclaland admtulsu'am proosss.

' uriminal hehavior.

- |community and community problems.

), DIRECT SL PERV!SION,

Massachusetts PD Lieutenant—‘!‘ask Suwey Analysis
Lieutenant Essential Tasks:

[Wikte Tetiers o cllizens or ofhers &s repraseniattveotﬂm_ plice Depanment
Nrite end/or review press releases.

mpaw periodic (daily and weekly) reports documenting algnlﬁuant Siiicant acivibes and events in
: aopmauana! area {8.g, Dally Grime Sheet) and submit through the chain of command es

a0 ‘madl forme to document and summarize gaﬁvmaa

BIch or amestwanents.
h and arrest Warrants prior 1o presentaﬂon to judge or prosemforsign%m
stify a5 a withess in an ofioial prooseding (e.0., traffic court, trial, Clvil Service

/nd dlseussihadetaﬁsotaspadﬂc!nmﬁgaﬂonwmmsewtor o plar Hgnmry
e} raforaoourtpre:antaﬂon.
TATIGNS —
mfamu ofank "ual{inparsan orno fyunlfomwdpexsonmuo e
;theiamﬂym%amlngmimmm‘smmymm o X
e with heighborhood youths tafaoilhaié polica-communiy relations| hlpsand deter

jgh and develop ti;vg;ommmﬁy weTaions progams aimed at facising pailoa-onmun}ty

‘ reducing orime,

,{e g., community moetings, concerned citizens) to dlscuae and exehange
iress problems, coordinete and develop plans of action, elo.

Sooparative operations (e.g., Task Forces, execuﬁng wavrams) 1o address

ons and crime.

Pmﬂde ass!stance nd Information to chvillane seeking help (e.g., directions, expianations of

municipal codes and ordinances, refemals to other Depanmant personnel or nther

agendaslenﬂﬁes)

Discuss police actions with relatives of prisoners or complalnants,

E)q)!ahihe ‘disposition of clizen complaint Incidents to oompla!nanls. ‘, ’

interview community members to gain information conceming officers' interactions with the

Miaintain current Information about aveliable social agencles and thelr roles for use in referring

clﬂzaus eeking help. :
ormation upen request 1o Individuals and groups (e.g., business people, naighborhoad ;

graupsm!ncmase awareness nfpohential vlcmmzaﬂon and deter nﬁme. ]

“FOLIGE DEPARTNENT PROFERTY ¥ ANAGEMENT

,,_rsonal uipmanmsaﬁ in D nrequlmments

oné for supply erdars tota D eaand maintaln an inventon B
o ,ass)gned vehicles and equl fpment io ensure thal necessery equipment 3

dlor aqu}pment demage or matmnﬁﬂons(s} and enaureyﬁxat aanessary

;alooplas of Dspamnanhldirectlmae quired by Depart entpo?
Oversee storage distribution, and maintenaneeofequlpmantanﬂ back-upequlpmen {ed.,
redios, shotguns),




Massachusetts PD ~ Lleutenant Task Survey Analysis
Lisutenant Essential Tasks: ,

fetennine whether or not 1o terminate vehicis pursults based on focation of pureull, weather,

 lseverity of crime, efc. .

Visit hospial {0 check on officars Involved in ehooting Incidents.

Wonitor radip traffic to keep Informed of | of personnel aclivilies and ensure proper assignmant (a9,

need for backup, reassignmant of officers). ,

Dlrect activilles at scens lnvolving accidental discharge of Depariment personnel's fiream

according (o poney

Monitor activiiss of office etaff end desk personnel o ensure appropriate performance of duties

(e.0., taking oitizen complalnts correctly and courtsously, identifying self and district when

anewering phone calls). Lo
' y (e.g., harootics).

Aliaript to resolve canficte that arise befween subordineles.
Enstire tnvesttgative activities (e.g.. court affidavits, court-ordered survelliance, saarohes) are
executed In complianca with legai mqu!mmants. :

Fleld cheock activifies of subordinates to monitor pexformanoe and compliance with Dapadment
policles, procedures and app!k:abte faws.

Attend or conduct roll call, :

' subordlnate cumplatnts‘fromresoalaﬁng into grievances..

[Request invesfigation of subordinates based on faclors such as symptoms of possible narcotics |

use,
Identity problematic b behavior patiems and take steps to rasoive the problem(s).

Inform subordinate of disciplinary action an taken.
|Discuss perronnenoa of subordinate with other supervisory persmnel fo obtaln others' Input and
ansure consisténcy [n desling with pensonnel matlars,

Counsel subordinates regarding personal problems andlor provide neoessary referals when
requested by subordinates or when problems are affecting job performance.

Discuss job performance individually with subordinate personnel durng performance raﬂng period
and at other fimes, o racognize strengths, provide encouragement/guldance in areas of needed
improvement, and set performance goals.

Gounsel officers about oareer development and advancement.

Recominend transfer or additional training fiing for subardinate based on performance.

Malntaln subordinate acttvtty statistics (e.g., tardiness, slok days).

Complete formal pelfomance evaluation procedures for subordinate personnel to Kentify and
document strengths and areas I need oﬁmpmvamani.

Conduict interviews with Department persannel {0 &nsure nompllanue with policies and
procadures,
nepsct grooming (8.g., personal hyglene), untiorm, and personal equipment of subordinate
personnel to ensure compﬁance with policles and procedures.

Investigate lstances of superlor performance or or Unususl fieroism by subordinates to prepare a
report for supariors
Evaluata Departmant personnel to determine sulta ftabiiity for specialized training, essignment, or

‘ ,pERsQNNELASsleNMENTANn COORDINATION

Brovide Information tegarding shifts aciivites (e.g., cars tled . situafions i propress) fo
supervlsor In charge of succeeding shift.

Assign or delegate tasks to parsonnel based on unit needs and pﬂoﬂﬁes as well es personnel
considerations (e.g,, aval!abmty. worldoad, capabliities). .

'
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. jaccommodate special needs (e.g., absences, hoilﬁays ta hg)

* - [thelr activities {6.9., perimeter control, evacuation).

- . |Atlend briefings fo disouss tactical plans and assignments.

. Massachusetts PD Lieutenant Task Survey Ana!ysis
Lisutenant Essential Tasks:

] Ensure personne! af aftend and somplete mandatoly tralning.
Gather and review information regarding previous slilits activities for use In plannlng the cument

- {shift assignments, ‘
Provide necessary resources (e.g., infonnaﬁon puidance, personnel, eq 1o eld another
Department at a scene {e.g., Traffic Safsty personnsl fo escort Fire Dapamn?) personnsl, K-9),

1Prepare/adiust work schedule in accordance with ‘Depaﬂmentaf auldallnes and as neadad to

Maintain personnel file files. ,

ﬁRg:p BW requasta for changes in days off, hours, or spadal duty and racommend approval or
proval.

Keap treck of assignments distibuted among personnel as well 2 schedu&ed aompietlon dates,

Review and monitor leave fequests, merequesls slok jeave usage, and court overime fo

Isure 8 ‘and mcammend approval or disapproval, :

» Provide orientaion immng to new subordinale personnel,
Monnor Implementation of fisld frélning 1o ensure compliance with establlshed standarda

Provide informal instruction or guldahce to Department personnel fo relay &y Information regard] reparding |
new policlss and procedures, comect supordinate deficlencles, and reinforce previcus iaam!ng

~ {(e.g., use of force/pursuit policies),
_ {identify training neells bassd on obssivation of personnel perfonnance (&0, feportmlﬁng.

poncy, and procedures) and make training recommendstions,

axtemal rasouroesiooonduclspen:al h-alnmg

{Moniior polioe ackivity by Tadio, .
Assuime wmmand atincldent scens during emergency and/or unexpeo!ed sﬁuations. Issue
asslgnments, ordere, and Instructions to personne! to cooidinate, direct, and assist them with

 [Respondior ma}or crime and Incident scenes or In sensitive situaﬁons fo ensure that proper
actions are taken by police personnel and that other law enforcement and public service agendles

{are contaoted,
Assume command at hostagelbarricaded suspact slmattons pending an'iva! of specialized unlts

{Establish & command post for the purpose of directing operatlons at saﬁous incident scene (e.g .y
bomb threal, hostage situation). :

Reco; nmemergemysmjauohand!mplememameman mobilization pian.

Direct evacuations to ensure the salety of police personnel ahd the public,

Establish siaging area at serious incldent soene for briefing of personne), efo,

Assume command at Incident scene during routine sluetions, lssue assignments. ‘orders, and
instructions to personnel to coordinate, direct, and assist them with thelr ectivities (e.g,, rerouting
traiﬂc, saouﬂng uﬁma soene, evldeme uollaaﬁon) :

wrm -

knd axtamal anciasare nn fiedof aﬂonswananﬁng thelr altention
hostage nagoﬂator, Teotical Response Teamn, HAZMRT, fire Department), .

vaicle guldanua and suggestions to subnrdlnaﬁe personnel to assist them In perfonnlng
assigned duties and addressing any problems that arlse.

Consult with superior to provide/recelve asslsiance with aseipned operational actvities and keap
him/her apprised of potential devalopmemslpro ems,
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Massachusatts PD - Lleutenant Task Survey Analysls
' Lieutenant Essential Tasks:

COnduchacfﬁtate meelings with subordinate personnel to diecuss and exchange lnfomaﬂon
raview new po!lcles. addrass problems, critique Inoldents coordinate activities, develop plans,

ete.

Notify dispatcher of special condlﬂons that may aﬁact orare aﬁecﬂng sector operations as

roquired by Department pmuedures

Gommiunicats with other Depariment personnel lnformal(y to discuss and emhange information -

(e.g., infelligence), address problems, etc. * ‘

Respond to requests for information from superior personnel,

Recelve and relay directives, assignments, and g_gg_dat orders to gubordinates,

Request doouments in revords systems {e.g., pletures, erlmlna! Historles, efo.).

Monor and respond to foutine communications (8.8, phone), _
Attend meaﬂngs tobe apprlsed of organizational or procedural changes or 1o provide or

exchange Information. '
, Notw other Police Dapartment units of unusual situations and sondilons & neceseaty and

| communlcate with indivldua!s from other c!tylstatalfederal ‘agencies/entiies to exchange
Informiafion and amompnsh work objectives.
Contact other police Departments and law anforcement aganciss (.., FBI) for Infnmaﬂon and

Answel !nvestl ative inquines from other law enforcement agencles or refer Inguiry appropriately.
Contact outslde agencles and grganizations (e.g., soclal sarvics vics sgencies) for Informatior.
Atend mestings, police functions, or ceremonies as police Depariment representative and
prepare and dellver spaeches as requested

» [Respond 10 questians from the media | regarding specific Incidents In accordance with Dapariment
guidelines for release of information. .

P. RESEARGH AND PLANNING
Read and review professional literature, technical Journels, and newstettara to determine thelr
application to Division operations and to 0 keop abreast of eurrent practices anid developments.

[Discuss controversial legal Issues with Depariment or City lagal advisor.

Make suggestions fo improve /& the effectiveness or effiolency of Department units,
Assist in the writing of polioy &nd procsdures.

Review and malntaln crime stafistics and information to ldentify trends in crifiinal activity (6.9,
kniown trouble spote & Individuals). :

O

Q. FINANCIAL MANAGENENT

Monitor budget expendttures (e.g., overiime, equipment, grants, dMslons)

R. PROFESSIONAL DEVELOPMENT :
Rend and keep up-to-date on Meral, slate, and local statutes/ordinarices and court decisions fo
. {ensure apprapriate enforcement and investigatory aclivities,

Assume duiies of suparior during superior's absance,

Particlpate In in-service tralning and recertification programs including fireanms, polloles, and
practicalitactival exercises (e.g., delensive tactios) to récelve informalion and develop ekills.

- {Read énd keep up-to-date on Depaﬂmanta! policies and procedures fo ensure appmpﬂate
anforcament, investigatory, and admlnlatreﬁve acﬁvlﬂes.

Read intemal reports and tralnin ‘matefials to keep current on pmueduras and lssues

Rekd oltside lterature (e. g., texts and joumals) to Keep current on law ‘anforcement topics,
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-Ma‘ssachusetts PD -~ Sergeant ~ Task Survey Analysls
: Sergeant Essential Tasks : ‘

CDMMONWEI\LT]‘I OF MASSACHUSETTS POLIGE OFFIGER TASKLIET

A, PATR ox.mnmci ST REGPONSE

Provlde baek f'ﬁc,e monne!.

child from physloal or mental hann.

» Dpemhampsmnam vehicle at & figh rate of spesd, weing emsrganuyllg his and slran and
malntahﬂng @ubﬂu safely, to respond to emergency calls for sanvice,
mied with vioim{s), conduct patient. assusement end &

When o
, pmvem mﬂhar 1n]ury, traume, or daa!éh

physloa! or mental candlﬁnn of the|

Teport of ciid ebuss, observe and evalugte
d in protective cuemdy o protect the -

in respones to
chnd,mﬁfymbap prima agencles, and/or plaoe the chil

I inister Immediaio 6are 1o

the situation, saparate Tndividuale, and dlanues e gﬁavams o rastore onderata

Usacommn’n tumequlpmem(e.g ,sa o, mmpm.teﬁephone)ioa ‘Ionnauomelaﬁve ]

ffiola duties (e.g., reporting statu and location fo dispatoher, maintelr

O Tnsoieis Wit & stags faer o Teducs RIier anxiety ety and preveni the Toss of e |

- pendlng arﬁva! nf hastaga negoﬂatur.

Requ ‘*tstanoemmrf;‘ Sonnel.

, of the person(s) end the publta.

RSONce 85 spedﬂed in nepamnental policies,
e the area to. effectm anest

Froteot onewnrmnm persons {confidential eolroes, Wihasses, 61C.) tﬁ p‘rovlde Tor the sately and

: ste In & large soale coordinated search for one or more. pensons (e, escapeas. mentel
: paliants, lost people, etc) to locate er appmhend the yersun(s)
sparate Individuajs In & fight or disturbance (not & domesiic dispule) fo restore order and '

minimize Injury to thoso Indlviduals of propetty,

perale a Depariment vehicle shicie under numamergeﬁcy
to ohserve and detect unusual achvities or circumstances, of v

lorime and provide servioe fo the public.

~ {Respond foen alarm, seoure aréa, and !nspent for enw 1o proteot
- {the violator or violators, :

[identify 2 person as disturbed (e.0., mentally. emotluna!ly) or Inoapaciiated (.0,, drunk, eplieptic)

and detaln that person in order fo ;:rovide for placement.

Malntatn oumsnt !nfoxmaﬂon suchas names, faoes,

and | mmisestomamtain seounity of prop arty
Y, Jssue varbal commands, and/or ut
paaoeM. and ardarl,v flow of

reducsrlskoﬂmu 10 8¢
aloohol or drug use.

Sonaitions within & speclfic geographlc aren
iolations of the law in order to deter

Woand propériy and ‘apprebend

previous armest records of known oﬁmlnals

acrowdofpaople

monltot pedestmn or vehbular trefiic o
aoﬂon when necessary.

braath or biood testandlor arrest for

‘mamfgawamomp).
and take evasive

 |Gonaudi et sobriety’ zasxs'm‘de STl probable cause for

Sirestiveroie traffic, plaos BMengency Signaiing devices (e;g ~Tiares) or take. oiher necessary
action fo ensure & safe and orderly flow of traffic when confronted with unusual fraffic conditions

(e, accidents, stopllght out, parades)

Page-1

u S

iffwe




3 Massachusetts PD — Sergeant — Task 5urv_ey Anélysls ,
: Sergeant Essential Tasks: :

Broleot an sccident scene to allow fora datermination of the facts of the eccident. )
Delermine the status (e.0. stolen, disabled) of a stopped or abandoned vehicle, including checkingy .
or inhabltants (€.g.. children, victin). : n
impound or supervise mpounding of équipment o vehicles left on the roadway.
Stop vehioles for cause and ehack for raquired doouents, defective equipment (8.g., headlights, -
fires), end other violations to {ssue citations or warnings and fo ald In the safe and fegal opsration
of vahiclas on the road. : ~
jestie & ciiation o a traffic violator, .
Estimate vehicls apeed visually or use speed detection equiptent (e.g., radar, lydar, vasbar,
stopwatches) to determine the spaed of & vehicle.
C. INVESTIGATIONS . - ;
Gonduct Investigefione of eubordinates who may be T violation of the law or Police Dapartment
nolicies and procedures. ﬁ
dentify and oollect evidenoe at @ criine SCans 10 presenve thal evidence for use In en (nves ation:}
Protect  erime scans from contamination by controlling scgess 1o the soene and erecting physical
barriers 1o preserve the evidence of ncrimhe. :
ate oflizen complaints involving subordinates.
ransport evidence o various jocations (8.g., 1ab, court), malntaining an unbroken chal of

méntt?a ~iamants of & oime and identify potential witnessas and suspects to produce a
oseciftablecase. e :
Evaluate eviienoe (6.0, atticle, fo determine its relationship fo e, investgation.
Make recommendstion for disciplinary actions (as authorized) based on facts of Investiaation,
Departmental poficy, and pracadent. L - :
investigate aﬁddeﬂp!ﬂl& involving pollas personnel and take approprigtegtion, |
- [Determine the probabie facts of the incident from examination and comparison of staterments and
other evidance. L il ‘ I
* linterview and take written iatements from the general public, wilnesses, victims, or suspects to
Bbtaln and :eocrd information pertinent to the anforcement, regulatory, and setvics functions of the
‘ Gn s E o ) 3 . s .
Canvass the neighborhoud, asking ‘questions of parsons in order to locate and identify one ofr more
inesses, victims, o suspeols of a ctime. s N : L
ocb‘f "One of more parsons, places, andior things to coliect Information and evidence of criminal
a h * ' :

Tepeot & suspecied controlled substance ke & praliminery determinaion of s Henity and

request further &b tests as needed. =

ste Indlviduals to detarmine their crediblity and/or manner In Which they shotlld be handled-

(e.g,, during Interrogations). :
entify assets f

ident tehtial selzure at & crime scene.

il spproved fisarm o protect sel andor i pudic.

Setarmine applicabllly of Miranda when armesting &nd detalning sUs

ohe OF frore persons for Weapore,

™ frulte of & crime, OF cont band (o effeot an airest,
evidence. L

and the public,

: réritiass searches.

ine whether suspects require medical aftention.

é&ﬁé Srisaners ar held end detained In compllarnice wita Depanmental polloy and appicable
& las. b ) " g
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Massachusetts PD Sergeant—- Task Survey Analysls
Sergeant Essential Tasks: :

Dispiay or utilze & Deparimental y lssued non-ﬁ!aann ‘weapon (baton, spra In @ defensive
manner to conirol one or more persons 1 accordance with Depanman policy.

Distinguish betwaen feiony and misdemeenor classifications "‘when meKing arrests.

Searoh a vehicis for waapons, Truits of crime, or contraband to effect an arrest, protect self and the
 |publlc, andior to obtain evidence.
Physlcﬁly restrain or subdue a violent or resisting Individual or arrestae to protsct self, the person
being restrained, and the publio, or to effect cust dy of an amestes,
" [Gearch e buliding for Indlviduals, weapons, frulis of e crime, of contrabany io effectan amast,
-~ |protect self and the public, and/or' to oblaln, evidents,
~ [Operate e Dopariment vehicle at a | igh rate of speed, maintaining ‘public safe!y and In oampllanoe
{with Deparimental pursuit polioy, to pursue ‘and apprehend one or more violators.

Record ihe anﬁ:tnnf an indeuai {8.g., fill out forms, photograph) to ﬂocumantthatarrastand

7 Tnfo bullding 10 &p mhendauspactandlorev}dama.

) stop (a0, anaemancyﬂgm, slren, P.A) In order {o effectan anestoroontaln the
on and awaltwcup :

{Physically restrain or control a non-violent Indivldual of arestes’ %o protect sef, tha person be!ng
Irestralned, and the public, or to effect custody of en amestes,

{Make recommendations for strip or body cavit y.search.

Review computer and/or booking gheet to. “obtain Information abom booked suspeots {e.g., oriminal
: h!story; autatan ding warrants). g ;
or violator on fool.

\(6) (6.9, witness, victim mamta\nhg eafely, for some official puxpose.

Ensuraaha malntenahae of ) of mxsiod for evidence,

{Ensure the seoure storage of evidence and property In the desjgnated focaion,

Release properly or evidence to authorized mdeuals

Determine which methods are fo be used to Invoice and store property or e\ndence*

F. RECORD AND R PORT MANAGEMENT

Summarize In wﬁﬂng the ststements of witnesses and complainants.

Review reports of 51 of subordinates and own reports fo ensure compliance with epplicable pollcies
Ye.g.; formal, aommoy, timely completion) and for Informational purposes and rekurn reporis

: oontaInI Ivegularities.
Write na ‘tiv s (6.9, Sncidentrepofts Tntelligence reports) providing complete, accurete

andcons‘, , mation,

Fil In forme requiring speckio Jnformation Scoureiely and compieiely,

Record Information ‘required by Department guldelines In proper logs.

Aalntain logs {wﬁﬂm ‘andjor compuiterized) of activities occurring durlng B\a smft {e.n. : acpldents,
|slg t incidents) to maintain a record,

Dm:ma i ¥ incoming aummunleaﬂons (a.g., raquasts forinformaﬁon, traln!ng) and communicate
that information fo other personnel & a8 necessary.

‘ Reﬂswcantente of logs to get an accurate overview of dietriol eondmens and subordinate

Ra and o Dspamnental orders to mainiain policy manusls and ensure. appmpﬁaie

pmeadunes are foliowed when performing Job funciions,
réﬂeta eaministrative forms and reports (8.9., personnel schedules, fies, observation reporie,

< me) to racord and document information nesded for administrative purposes and stubmit
through the chaln of command as eppropriate.
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Massachusetts PD — Sergeant — Task Survey Analysls

_ . Sergeant Essential Tasks:
Biaoe Information (6.0 activity sheets, reports) into Fies to ensure records remain updated and
‘complete and for fulure reference. .

" [Prepare pariodic (datly and weekiy) reports Jdocumenting significant activiies and events In
] operationsl area (e.g, Dally Crime Sheet) and submit through the chain of command ay

Fropars search of amest warrants. o
Review and dlecuss the detalls of a spedific lovestigation with prosectitor to plan Investigatory
strategy, prepare for a court presentation, efc.

Reviow seaTch and arvest warfants prior (o presentation o judge o prosecutor for signing.

Appesr and leslly e& & withess In an official procesding (e.g., traffic court, tral, Givii Se
hearing) to asslstin fulfiling the Department's role in thgjgdla!hgg_d\admirﬁs&aﬁ_gg procass.

7. GOMMUNITY RELATIONS
Contact the Immadiate family of an Individual (in parsen) of notify uniformed persorinet to provide
|information to the famlly conceming that person"a‘{n]ury or death.
"[Participate In cooperative operations (e.g., Task Foroes, executing warrents) to address
community conditions and crime. : : .

%piain the disposiion of oitizen cormpiaint incidents to complainants. »
Communicate with neighbothood youths to tacilitate police-community relationships end deter
criminal behavior. g ‘
Malntein curment Information about avaliable social agencies and their roles for use In referring

- |oitizens seeking help. ~ :

Hond meetngs (6.0., community meetings, concerned olizens) to discuss and exchange
{nformation, address probtems,wguordinate and develop plans of action, efo.

Disctiss police actions with relatives of prisoners or complainants. T ,
Provide aseistance and Information to civillans seeking help (e.g., directions, explanations of
municlpal codes and ordinances, referrels to other Department personnel or other
agenclesfentities).
Provide information upon request to Individuals and groups (e.g., business peaple, nelghborhicod
groups) fo Increase awareness of potential victimjzation and deter crittie.

I, POLICE DEPARTMENT PROPERTY MANZ GENMENT

Clean and Inspect weapons, ‘ : .
Recognize vehicle and/or equipment damage or mmaifunctions{s) and ansure that necessary repalrs|
are performed. !

Oversee the storage, distribution, and maintenance of equipment and back-up equipment (eg.,
radios, shotguns). ; :
AEsess equipment nesds. . L

Cohdtict Inventory of asslgned vehicles and aquipment to ensire that necessary equipment is
avallable when needed. L
Wafnlzin clolhing and personal equipment to satiely Inspection requirements,

{Naintzln personel copies of Departmental directives as fequired by Departy Bt polioy.

Hiske recommendations for supply ordérs to raplace and mélntain &n Inventory,

), DIREGT SUPERVISION o

Detarmine whether.or niot to,terminate Vehicie purstits based on looation of pursult, weather, -
~ |severity of ctime, eto. . :

Diract activities et ecene invalving accidental discharge of Depariment personnel's firearm
acoording to policy.

P b
[ d *
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{ensure conslstency in desling with personnel ‘matlers.

|shift: assignments.

{oons

Massachusetls PD ~ Sergeant ~— Task Survey Ana!ysls
., Sergesnt Essential Tasks:

Vlsit hospital to check on rofficers involved Th shooting Incidients. ,

Enews invesligative achviies (6.g., court afiidavits, court-ordered survelliance, searches) are
exeouted in compliance with sgal requirements, 4

Monitor radlo traffic to keep lnfomzed of personnel activiies and ensure proper assignment (.g.,
neet for backup, :eassignmenlof re). :

{Monttor subordinaies who have oo hctmmaalzed propert (e.g Narsolics).

AHempl 1o resoive confiicts fhat arit 'subordinates,
Field cheok aofivities of subordinates fo mon or performance and compllance mﬁﬁepar!ment
policles, procedures and appi!eab!e laws.
Mionitor aotivities of office staff and desk personna! To ensure appropriate psrformance of duties
(e.g., taklng oitizan comph!nls correctly and nourteously, identifying self and district when

ts fron J‘w:ngimngﬁgym -

6 SUbON mpiainta from |
£ ;NNEL AmlmONANf ‘COUNSELING
] 'mﬁgaﬁonafsubordma!eﬁ baped onfasmrs such as symphm of possible narootics -

ldanﬁ pmblemaﬂe avior attemsandiakes:apsiomolvaﬂxe problem(s)

Counse! subordinates regarding personal problems endlor or provide necessary referrals when

{requested by subordinates or when pmblems are aMng Jjob performance.

inform suberdinate of disciplinary acflc ntaken,

Complete formal performance avaluaﬁon prosadures for subordlnate personnel o identify and
dogument strengths and areas in need of improvement.

Disctiss parformance of subordlnatamomar supervisory personne! o obtain others' inputand |

liate Department personnel (o determine sultablily for epotialized training; assignment, o

PIOnAn
lnvesﬁgate Snstanoes of supaﬂor performance or unusual herolsm by subordinates o prepare 8

report for supatiors.

{Discuss lob parformanee individually wi with subordlnate personnel duﬁng performance rating period

and &t other times, 1o recognize strengths, provide encouragement/uldance in areas of needed
Improvement, end sel performance goals.

Recommend fransfer or additional training for subordinate ordinate baged on per‘formance

Gonduat jntewkws with ﬁe partment personnel to ensure compliance with policles and procedures.

y stalistics (e.g., tardiness, sick days).

Counse) officers sboul career development and advancement.

Inepect grooming (8.9., personal hygiene), uniforrn, and personal equlpmem of subordinate
personnel {o ensure compllanee with pollcies and procadures,

L. PERBONNEL ABSIGNMEN "AND GOORDINATION
Pro“ Information regarding &t 7iles (e.0., cars fied up, situations In pmgress)io
supervisor in chan eofsuceeadlngshm.

Cﬁmér snd ;av?aw infmmaﬁon regarding previous hifts aolivilies for use in planning the current

1asks to personne! ,baajad on unlt naeds and pnonﬁes as wei! as persannal
g, avaliablity, workload, capabiiiti 5).
Keep iratk nf assignments disiibuted among parsonnel as well as schedu!ed oumpletbn dabs.

* [Brovide necessary resources (e.g,, Information, guldancs, personnel, e, equipment) fo aid another

Depanmant at & soene {e.g., Traffic Bafety personnel to escort Fire Department personnel, K-9).

SRR}
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., [Notily dispateher of special conditions that may affect or are affecting sector oparations as requiired| .

" review new palicies, address problems, critique Incldents, coordinate activities, devefop plans, ela.

" Massachusetts PD - Sergeant — Task Survey. Analysis
' Sergeant Essenﬁal Tasks: e
Prapareladjust work schedule in accordance with Departmental guldelines and as needed fo

commodale special needs (e.g., absences, holidays, taining).  ~ -

WM. TRAINING DELIVERY " S

Provide informal instruction or guldance to Department parsonnel to relay information regarding

- |new policles and procedures, correct subordinate deficiencles, and reinfarce previous jsaming
(e.g., use of force/pursult policles). . .

Nontior impismentation of field training 10 ensure compliance with establiehed standards.

Tdentily treining needs based on abservation of personnal performanca (e.g., report writing, polioy,
and procedures) and make tralning recommeridations. ;

oonta o L
Direct evacuations to ensure the.safety of police
Establish a command post for the purpose of diredting operations at serious incldent scene (8.g.,

bomb threat, hostage situation). U
St command at Incldent scane dunng.emergency andlor unexpeoted situations, fesue
assignments, orders, and instructions to persorine! to coordinate, d!reof, and acslst them with thalr

7

activifies (e.g., perimeter conirol, evacuation).
Recognize emergency situation and Implement smergency mobilzation pian.

Assiime cormand at incldent scene during routine situations, Issue assignments, orders, and
instructions to personnel to coordinate, direct, and assist them with thelr activities (e.g., rerouting
ffic, securing crime scene, evidence collaction). ‘

[Aftend briefings to discuss tactical plans and essignments.

0. INTERNALIEXTERNAL COMMUNICATIONS & GOORD!NATIOﬁ

|Ensiire spedialty units and extemal egencles are notified of situietions warranting their attention
and involvement (e.g, hostage negotiator, Tactical Response Team, HAZMAT, fire Department).

ty Depariment procedures. . 5 v
Provide guidanceand suggestions to subordinate personnel to assist fhem in performing assigned
duties and addressing any problems that atise. :

Gonedlt with superior o providelrecelve assistance with assigned operational aoliviies and keep |
hirvher apprised of potential developments/prablems, !

Racelve and relay directives, asejgnmants, and special orders to subordinates.

Communicate with individusis from other city/etateffederal agencies/entit et (o exchange
(nformation and accomplish work objectives. ~

< cjisst JORUMERTS In [6c0Tds BySISME (8.g., plolures, criminal histores, 6lc.).

Gonducttecitale maeflings with stibordinate personnel to disouss and exchange information,

1

MBSO W 194

oty ol Pole Deparimant e of uniisual sitalions end conGlons & Necesgary and
ADHIOPIAE. s

{Commutnicate with other Daparlmént personnel !nfonﬁélTy 1o discuss and exchange information
(e.g., Intelligence), address probletns, eto. :

Gontact other polioe Departments and law enforcement agencies (€.g., ¥BI) for information and '
assistance. A R |
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Massachusetts PD Sergeant Task Suwey Analysis
Sergeant Essential Tasks:

Contact oulside ag encies and oTganizalions (6.9., social seTvioe agemiaa} for information,
Monior and res pond to roufine communications (e.g., phone),

%?nd agaeaﬂma tobe appﬂaed of organtzational or procedura] mames or to provide or exchanpge
rmauon,

.{Answer Investigative inqulrias from other law enforcement agemies OF refer inqug ppmprlately
Attend meetings, police funclions, or ceremonies e police Dapariment representalive and prepare
and deliver speadwes as raqusstad
Respond to questions from the media regardlng spao!ﬂc Incidents In accordance with D Depanmsnt
{guldelines for relense of information.
1P, RESEARCH AND PLANNING

{Read and review professions! literature, technical journals, and newslefters fo delermine therr

applmaﬁon fo DMslon operaﬂons and ta keap abreast of ourrent pracﬂcss and dava!opments. .

G T

R PROFER émm. DEVELOPMENT

Parﬂoipata inTn-se1Vibe tralning and recsrIlGAUON Programs Inojuding ArEENM, polioles, and
| exsrclses (g, defonsive tactios) to revelve Infanmtion and develop skllis.

,, ume dufles of supsrior during superior’s ebsence,
Read and kesp up-fo-tafe on federal, state, and local statutes/ordinances and tour dac!sions to-

{ensure appropriate enforoement and lnvashgatow activities,

‘ Read internal 1eporie and tral d training matenials fo keep current on procedures and Issues,

Read and keep up-to-date on Departmental policles and procedures 1o ensure appropriaie
enforcement, investigatory, and administrative activities. -
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0 Appendlx J el
The Beverly Educational Incentlve
Program (BEIP) | "




SIDE LETTER AGREEMENT

WHEREAS, the City of Beverly and its Police Department recognize
the value of a trained police force, both to increase the level of services
to the Citizens of Beverly and to retain the ability o attract qualified
officers;

WHEREAS, the City of Beverly has adopted the provisions of G. L.
c.41 §108L (“the Quinn Bill");

WHEREAS, in fiscal year 2011 the Commonweoﬁh has underfunded
its oblig‘oﬁon under the Quinn Bill to reimburse the City for Quinn Bill
expenditures, and the parties have concerns over the Commonwealth's
commitment to the Quinn Bill going forward;

NOW THEREFOEE, the City of Beverly (the “City"), the Beverly Police
Benevolent Association, Local 412, Massachusetts Coalition of Police (the
‘“BPBA"), and the Beverly Superior Officers' Benevolent Association (the

“BPSOA"), all of them coliectively known as "the parties”, hereby agree as
follows: |

1. It is the desire and intent of the parties to replace the Quinn
Bill (and the comresponding contractual provisions regarding educational
incentives) with ’rhé Beverly Educational Incentive Program (“BEIP"). In

order to be able to fund the BEIP into the future, the parties agree to



certain cost-cutting measures (o modify certain positions in the police

department and contractual provisions) as described below.

2.

In order to cllow the City to fund the BEIP, the parties agree to

the previously implemented cost-cutting measures, subject to the terms

herein:

a. In exercise of its management rights and in its sole
discretion, the Police Department has consolidated the duties
of 2 BPBA officers into one position;

b. . Sickleave per officer has been reduced from 20 to 15
days per year;

C. In the Patrol Division the numiber of officers authorized

to take a day off has been reduced from 4 to 3 per shift and
Patrol Division OIC's and PS's assigned to the same shift have
been prohibited from taking the same day off.

The terms of the BEIP shall be as follows:

a. Eligible officers (including officers hired following the

execution of this agreement and officers who receive
degrees following the execution of this agreement) shall
receive annually the following educational incentive
increase:

e 10% for an Associate’s degree in law enforcement
or 60 points earned towards a Baccalaureate
degree in law enforcement from an accredited
institution. '

e 20% for a Baccalaureate degree in law
enforcement from an accredited institution.

e 25% for a Master's degree in law enforcement or for
a degree in law from an accredited institution.

b. The annual educational incentive payments as
described in paragraph a. above if not already so paid shall

 be made in weekly installments commencing forthwith. The

weekly installment payments will not affect overtime, -
longevity, holiday pay, or other contractual payments tied to

2



weekly base pay (The first $2,000 of annual educational
incentive pay will continue to be included in the officer's
base pay for all purposes, as per current agreement). ). An
employee's educational incentive shall be included in base
pay/annual salary, and shall be deemed to be and is regular
compensation for pension/retirement purposes.

C. For purposes of this Article, an accredited insfitution is
any school recognized by the Commonwealth of
Massachusetts Board of Regents as a qudlifying institution for

‘purposes of Quinn Bill benefits.

d. Officers with more than ten (10) years of service at the
signing of this agreement, and not eligible for an educational
benefit shall receive an annual “career transitional increase”
of $1,000, to be paid on or about December 1 of each year.
The only officers who quadlify for this benefit are listed by name
as follows: Officer Little, Officer Call, Officer Coletti, Officer
Bettencourt, Officer Radcliff and Sgt. Vanliere.

e. In 2010 and 2011, the 5 sick days reduced per officer
will be (or have been) placed in the respective association's
sick leave bank, up to the maximum allowed by the
respective CBA. Officers who attain the maximum 250 days
in their individual sick leave bank may authorize all earned
sick days exceeding 250 to be donated into the respective
association sick bank. For the BPBA, the maximum sick bank is
six hundred and twenty-five (625) days, and for the BPSOA
the maximum sick bank is three hundred sixty (360) days.
These shall be the final years when the 5 sick days will be
available to be contributed to the respective sick bank. After
2011 the only sick days that may be conftributed to the sick
banks must come from the unused portion of each officer’s
aliocation of 15 sick days.

f. The Chief or his designee may authorize up to 4 officers
off on any shift if it does not create overtime. On identified
(CBA) Holidays, on Christmas Eve, Thanksgiving Eve, New

" Year's Eve, and on fourteen days during “prime time"

vacation period, each shift will be authorized up to 4 officers
off, and the Patrol Division OIC's and PS's assigned to the
same shift shall be permitted to take the same day off.

3



4.

. A sick leave incentive program will reward officers not
using sick days of any kind, (“sick days” shall include days
away from work due to family medical leave) in any three-
month period with 1 “Healthy Day." Officers not using a sick
day of any kind, including days away from work due to family
medical leave during 4 consecutive three-month periods will
be awarded an additional Healthy Day. For purposes of this
sick leave incentive program, three-month periods shall be
computed for each individual officer commencing on the
day first following his/her last use of a sick day. Officers shall
be required to maintain their own records of sick day use and
shall be further required, when earned, to apply for credit of
a Healthy Day/Days on a form to be prescribed by the Chief.
Healthy Days awarded under this program shall be used only
when they do not create overtime. At the officer's discretion,
accumulated Healthy Days may be credited to the officer’s
sick leave bank for the purposes of sick leave buy back.

In consideration of the mutual promises and covenants herein

contained, the sufficiency of which is hereby acknowledged by all parties

hereto, the BPSOA and BPBA and all of their respective members as

indemnitors, shall indemnify and hold harmless the City as indemnitee

from any and all claims by any Superfor Police Officer or Patrolman of the

City of Beverly respectively for any amount of Quinn Bill compensation

claim fo be owed to any said Superior Police Officer or Patrol officer so

long as this BEIP Agreement remains in force and effect and is fully

- funded.

This agreement is intended to and shall supercede ARTICLE 22

CAREER INCENTIVE of the current CBA between the City and BPBA and

ARTICLE XIV CAREER INCENTIVES of the current CBA between the City

and BPSOA, it being the présen’r intention of the BPBA and the BPSOA



that so long as BEIP remains in effect neither of them nor any of their
members shall have any claim to any *Quinn Bill" benefits and if there is
a discrepancy between this agreement and the terms of the respective
CBA's, this ogreeme_n’r shall control.

6. Each of the signatories to this Agreement understands and
agrees that by executing this Agreemen’r he/she acknowledges that the
BPSOA and the BPBA and its representatives have répresen’red him/her
fully and fairly in connection with all issues relating to the disposition of
the matter and that, by executing this Agreement, he/she now and
forever releases the BPSOA and the BPBA and its representatives from
any and all claims, either contractual, statutory, or common law in
origin, which he/she may now have or may have in the future.

7. Should the Commonwealth of Massachusetts increase its
contribution for Quinn Bill benefits from its present level, then the BPBA
and BPSOA shall have the right to re-open bargaining relative to BEIP
and the Quinn Bill.

8. Itis the parties' present intention that the terms of this Side
Letter Agreement mcludlng the re-opener provision shall become
m'regra’red into and bec:ome part of the next negotiated CBA'S of ’rhe
BPBA and the BPSOA respec’rlve_ly.

AGREED to this 24t day of March 2011.



Mayor Willidm F. S oM Jr. Erik Abrahamson,
President 69@‘3
For the City of Beverly For the BPBA, Local 412, MCOP

%Mwﬁ/fa %m%@ﬁ

By Lawrence Vanliere
For the Beverly Superior Officers' Benevolent Association




INDIVIDUAL WAIVER OF QUlNN BILL BENEFITS

We the undersigned Police Officers of the City of Beverly and members of
the BPBA/BSOA do hereby acknowledge receipt of a copy of the above
side letter agreement dated March 24, 2011 relative fo the Beverly
Educational Incentive Program.

As long as BEIP shall remain in force | do hereby personally waive any
rights | now have or may in the future have to any Quinn Bill benefits,
accepting for myself BEIP payments, as long as such payments are made,
- in full safisfaction of any Quinn Bill Claims | may have.
' rd




INDIVIDUAL WAIVER OF QUINN BILL BENEFITS

We the undersigned Police Officers of the City of Beverly and members of the
BPBA/BSOA do hereby acknowledge receipt of a copy of the above side letter
agreement dated March 24, 2011 relative to the Beverly Educational Incentive Program.

As long as BEIP shall remain in force | do hereby personally waive any rights | now have
or may in the future have to any Quinn Bill benefits, accepting for myself BEIP
payments, as long as such payments are made, in full satisfaction of any Quinn Bill
Claims | may have.
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BEIP Signatures to Side Letter of Agreement April 14, 2011

Quinn/BEIP Eligible

Quinn/BEIP Eligible

40

MITCHELL, PHILLIP:

[signed| | Rank| Name [ signed]| | Rank| Name j
X 1¢C DIVINCENZO, JOHN | @ X 42 P NOLAN, THOMAS
X 2¢C NEGROTTI, CHRISTO X 43 P PANJWANI, MARK

' X 4 P ROLLINS, KENNETH
X 31 DEVLIN, MICHAEL X 45 P SCHULTZ, ERIK
X 41 HEGARTY, TIMOTHY X 46 P SKERRY, DANIEL
X 5L SHATRS, JOSEPH """ 47 P WEAFER, KEVIN -
X 61 SUNGY, MICHAEL X 48 P WOODFIN, CLIFFORD
X 7L. TERRY, WILLIAM
X 8 S CASSOLA, MICHAEL
X 9 S FAUSTINO, DAVID Not Currently Quinn/BEIP Eligible
X 10 S MCCARTHY, PHILIP Signed Name
X 11 S PAGE, WILLIAM X 49 Backstrom
X 12 S RICHARDSON, DAVID 50 Bettencourt
X 135S ROLLINS, RUSSELL 51 Call
X 14S VITALE, JOHN X 52 Clarizia
53 Coletti
X 15°P ABRAHAMSON, ERIK 54 Costa
X 16 P - BARROR, WILLIAM X 55 Hathon
X 17°Pp BOCCUZZI, MICHAE X 56 LeBlanc, S
X 18°P BROWN, DANIEL 57 Little
X 19°P BUCCI, MICHAEL 58 Pickett
X 20°P CECCHINI, STEPHE X 59 Prinz
X 21Pp COLLINS, STEPHEN 60 Radcliff
22 CONNOLLY, SEAN X 61 Russo
X 23°P DEROBERTIS, JAY X 62 Tache
X 24 P DESMOND, SHAWN X 63 VanLiere
X 25°P DIRUZZA, ANTONIO 64 Wojick
X 26P FLYNN, MICHAEL
X 27°P GANEY, RICHARD
X 28°P GEARY, HAROLD
X 29°P GOODELL, EDWARD
X 30°P GRIMES, DAVID
X 31°P LANE, SAMUEL
X 32°P LANTYCH, JASON
X 33°P LEBLANC, DAVID
X 34°P LIACOS, JEFFREY
X 35P LONG, BRIAN
X 36FP LYNCH, ERIC
X 37°P MCCARTHY, JOHN
X 38P MCINNIS, JAMES
X 39°P MEZZA, TIMOTHY
X P
X P

41

NICHOLSON, DANA
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INDIVIDUAL WAIVER OF QUINN BILL BENEFITS

We the undersigned Police Officers of the City of Beverly and members of the
BPBA/BSOA do hereby acknowledge receipt of a copy gf the above side letter
agreement dated March 24, 201_1__relative to the Beverly Educational Incentive Program.

As long as BEIP shall remain in force | do hereby personally waive any rights | now have
or may in the future have to any Quinn Bill benefits, accepting for myself BEIP
payments, as long as such payments are made, in full satisfaction of any Quinn Bill
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: Appendlx K
HRD )elegatlon Agreements



RPSHA Unuix ﬁ«i& -

L~ 1S~ (&

DELEGATION AGREEMENT
between the Beverly Police Department and the
Massachusetts Human Resources Division

In accordance with the provisions of MGL Chapter 31, section 5()), this agreement
between the Human Resources Division (HRD) and the Beverly Police Department is for
the purpose of delineating the responsibilities of the parties in the delegation of certain
duties and powers of HRD to the Beverly Police Department pertaining to the selection
process for Police Lieutenant, Beverly Police Department. c

The Beverly Police Department has agreed to hire an Assessment Center vendor to
develop, construct, validate, administer and score a Police Lieutenant assessment
center and to pay all attendant costs associated with same. The Beverly Police
Department will hire an Assessment Center vendor who will develop an Assessment
Center based upon a job analysis. In addition the Beverly Police Department will ensure
that the Assessment Center vendor produces an Assessment Center that conforms with
recognized validation methodologies. Further, the Beverly Police Department, will
ensure that the Assessment Center vendor will provide evidence of validation if the
Assessment Center is challenged. With the exception of additional points'as required
by statute or rule, including credit for education and experience for the Police
Lieutenant title, this delegated selection process for Police Lieutenant will be used as
the sole basis for scoring and ranking candidates on an eligible list. The Beverly Police
Department may forego the use of any written test administered by HRD, Nothing in
this delegation agreement precludes the use of a validated, written examination
exercise developed by the Assessment Center vendor as part of the overall assessment
center activities. ‘

HRD will delegate to Beverly Police Department, Police Chief LeLacheur, and the
Assessment Center vendor including, but not limited to, the following areas:

1. Determination of the knowledges, skills, abilities and personal characteristics
(KSAP's) that are supported by job analysis data that will be evaluated during the
assessment center exercises.

2. Development of the departmental promotional examination announcement to be
used to solicit applications including a description of duties; a description of the
KSAPs determined pursuant to Paragraph 1 above; a description of the testing
process to be used including any reading lists and preparation guides; testing




date(s); deadline for filing applications; salary for the position; and any applicable
fees. HRD will, upon request, provide sample language for the announcement,
consistent with statutory requirements, regarding eligibility for the selection
process, Education and Experience examination component, and statutory
preferences. The'Beverly Police Department must ensure proper posting of the
examination announcement in all Police Department stations.

3. Development of the job-related, content valid questions/activities that will be used
during the assessment center for which validation evidence has been gathered in
accordance with professionally accepted guidelines.

4. The security plan that will be utilized to ensure the integrity of theassessment
center. ‘

5. Any training materials or sessions that will be distributed to/conducted for
.applicants prior to the administration of the assessment center in order to
familiarize them with assessment center procedures.

6. The review of any validation materials which support the assessment center
activities. -

7. The composition and selection of the assessors for the assessment centerexercises.

8, The training of the assessors in the use of the rating schedules and administration of
the exercises.

9. The review and approval of the rating schedules to beused.
10. The determination of a passing point for the assessment center.

11. The Beverly Police Department's representation as observers only for the
assessment center components.

12. Reviews permitted pursuant to Section 22 of Chapter 31 of the MGL shall be the
responsibility of the Beverly Police Department's Appointing Authority. The Beverly
Police Department shall be responsible for issuing notice to all candidates of the
rights afforded to them under this Section of the MGL.

13. Any “fair test appeal” will be forwarded to HRD, along with the Assessment Center
Vendor's summary of facts related to the appeal and position. HRD will issue a
determination as to a “fair test appeal.” The Beverly Police Department shall be




14,

15.
. and any additional points required by statute, such list will be forwarded to HRD.

responsible for issuing notice to all candidates of the Education and Experience
examination component, including instructions on how to claimcredits.

Maintenance of the record of the examination for three years from the date ofthe
examination.

Upon establishment of an eligible list, stemming from assessment center exercises

The eligible list will be made available for public inspection by the Beverly Police
Department.

It is agreed that:

L

18

HRD authorizes George Bibilos, Director, Organizational Development Group/Civil
Service, (617) 878- 9727, and/or his designee to act as its representative in all
matters relative to this delegation agreement.

Primary responsibility for the administration of all delegated civil service functions, as
described herein, for the Beverly Police Department will be assigned to Police Chief
LeLacheur, who will serve as Delegation Administrator. He, or his designee, will be
responsible for all matters relative to this delegation agreement.

The Delegation Administrator shall be responsible for the following:

A. all notifications to all eligible candidates, acceptance and processing of
examination applications, verification of examination eligibility, and security of
- the administration and scoring of the selection process that results in the
establishment of an eligible list for Police Lieutenant;

B. maintenance of the eligible list for Police Lieutenant for a maximum of two
years in accordance with applicable statutory language and HRD policy.

C. certification from the eligible list in accordance with civil service laws, rules,
regulations and procedures.

D. forward all notices of employment of promoted employee(s) from the
certification process.




IV. The Delegation Administrator shall be responsible for ensuring that the
examination referenced herein is administered within 18 months of the issuance of
this Delegation Agreement. An extension of a maximum of six additional months
may be approved by HRD upon review of a written request from the Delegation
Administrator detailing extenuating circumstances necessitating such extension.
Such request must be submitted at least 30 days prior to expiration of the 18
month timeframe. Upon failure to administer this examination within the timeframe
approved by HRD, HRD may cancel this examination and Delegation Agreemient, -
and the Delegation Administrator will be responsible for refunding any
examination processing fee(s) paid by applicants.

V. The Delegation Administrator will be responsible for ensuring continued public
access to all records determined to be publicinformation.

VI. The Delegation Administrator will be responsible for ensuring that candidates can
review their standing on the éstablished eligible list. (Such review must be madein
the presence of the Delegation Administrator or designee to ensure that there is
no alteration or destruction of material.)

VII. The Beverly Police Department must choose an Assessment Center vendor who is
willing to assume the following responsibilities in relation to this Delegation
Agreement. If the Assessment Center vendor neglects to follow the below actions,
this Delegation Agreement may be discontinued by HRD. Assessment Center
vendor responsibilities are listed below: : :

A. Utilize HRD's examination posting notice template for posting the Assessment
Center examination.

B. Identify additional credits required by statute GL CHapter 315§ 59 and provide
documentation to HRD.

C. Issue score notices to candidates using the template provided by HRD.

D. Fully cooperate with HRD regarding all instances of Appeals, including, butnot
limited to, Fair Test Appeals (GL Chapter 31 § 22). ‘

E. Will appear and defend the Assessment Center content if a Civil Service
Commission hearing occurs.

VIIl. Periodic or random audits of all examination materials, examination records, and/or
delegated personnel transactions may be conducted at any time by representatives




from HRD. All examination materials, records, ledgers and correspondence relating
to the delegated functions shall be made readily available and accessible to HRD
upon request. HRD may also at its option attend the administration of the
examination as an observer. A report on any audit findings regarding delegated
personnel transactions will be made available to the Delegation Administrator and
corrective action, if necessary, on any problems or errors identified in that report
must be taken by the Beverly Police Department within thirty 30 days from receipt of
the audit report. A written report of that corrective action shall be submitted to HRD.
HRD retains the rights to review, retain, approve, and/or disapprove any and all

~ examination related materials and/or records, before or after the administration of

X

the examination, at its discretion.

1t will be the responsibility of HRD to provide and explain to the Delegation
Administrator any changes in civil service law and rules which may directly affect
any of the delegated functions. :

The Human Resources Division will be responsible for notifying the Delegation
Administrator on a timely basis of any changes in the law or regulations which may
affect the delegated functions.

HRD reserves the right to take action, up to and including rescinding this
agreemient if Beverly Police Department or assessment center vendor has violated
this delegation agreement.

HRD will be available to the Delegation Administrator throughout the delegation
process and HRD will provide technical assistance to the Delegation Administrator
-upon request.

Changes in approved procedures for the administration of the delegated functions
may not be made without the review and approval of both parties. No duties may

. be assumed by the Delegation Administrator which have not been authorized by
this agreement or subsequent attachment.

The cost of all services, forms, and materials provided directly by HRD shall be
assumed by HRD unless otherwise agreed to by both parties. All other costs
involved in the delegation of the functions set forth herein will be the responsnblllty
of the Beverly Police Department.

The Beverly Police Department may elect to charge a reasonable fee, as set by
statute (currently $250 per application), to offset the administrative costs of the -
selection process. Any processing fees collected through the delegation ofthese
functions are the property of the Beverly Police Department.

-—




XVL Candidate scores from the Assessment Center shall only be ayailable to HRDand
the individual candidates. '

XVIL If at any time after the execution of this agreement either the Beverly Police
. Department or HRD determines that delegation authority should be discontinued,
reversion of the authority for all delegated functions to the Beverly Police
Department may be effected through 30 days' written notice, by registered mail, by
either the Beverly Police Department or the Personnel Administrator (Chief Human
Resources Officer).

XVIIL The specific functions to be delegated are described and detailed in this
Agreement. As further functions are delegated, detailed descriptions shall be
reviewed by both parties and appended to this Agreement.

-

DATE OF ISSUANCE:

FOR THE BEVERLY OF POLICE DEPARTMENT:

John G. LeLacheur "~ Date
Beverly Police Chief

FOR THE HUMAN RESOURCES DIVISION:

!

Paul Dietl | | . Date
Chief Human Resources Officer '




DELEGATION AGREEMENT
between the Beverly Police Department and the
Massachusetts Human Resources Division

In accordance with the provisions of MGL Chapter 31, section 5(1), this agreement
between the Human Resources Division (HRD) and the Beverly Police Department is for
the purpose of delineating the responsibilities of the parties in the delegation of certain
duties and powers of HRD to the Beverly Police Department pertaining to the selection
process for Police Captain, Beverly Police Department.

The Beverly Police Department has agreed to hire an Assessment Center vendor to
develop, construct, validate, administer and score a Police Captain assessment center
and to pay all attendant costs associated with same. The Beverly Police Department will
hire an Assessment Center vendor who will develop an Assessment Center based upon
a job analysis. In addition the Beverly Police Department will ensure that the
Assessment Center vendor produces an Assessment Center that conforms with
recognized validation methodologies. Further, the Beverly Police Department, will
ensure that the Assessment Center vendor will provide evidence of validation if the
Assessment Center is challenged. With the exception of additional points as required
by statute or rule, including credit for education and experience for the Police Captain
title, this delegated selection process for Police Captain will be used as the sole basis
for scoring and ranking candidates on an eligible list. The Beverly Police Department
may forego the use of any written test administered by HRD. Nothing in this delegation
agreement precludes the use of a validated, written examination exercise developed by
the Assessment Center vendor as part of the overall assessment center activities.

HRD will delegate to Beverly Police Department, Police Chief LeLacheur, and the
Assessment Center vendor including, but not limited to, the following areas:

1. Determination of the knowledges, skills, abilities and personal characteristics
(KSAP's) that are supported by job analysis data that will be evaluated during the
assessment center exercises.

2. Development of the departmental promotional examination announcement to be
used to solicit applications including a description of duties; a description of the
KSAPs determined pursuant to Paragraph 1 above; a description of the testing
process to be used including any reading lists and preparation guides; testing



10.

11.

12.

13.

date(s); deadline for filing applications; salary for the position; and any applicable
fees. HRD will, upon request, provide sample language for the announcement,
consistent with statutory requirements, regarding eligibility for the selection
process, Education and Experience examination component, and statutory
preferences. The Beverly Police Department must ensure proper posting of the
examination announcement in all Police Department stations.

Development of the job-related, content valid questions/activities that will be used
during the assessment center for which validation evidence has been gathered in
accordance with professionally accepted guidelines.

The security plan that will be utilized to ensure the integrity of theassessment
center.

Any training materials or sessions that will be distributed to/conducted for
applicants prior to the administration of the assessment center in order to
familiarize them with assessment center procedures.

The review of any validation materials which support the assessment center
activities.

The composition and selection of the assessors for the assessment center exercises.

The training of the assessors in the use of the rating schedules and administration of
the exercises.

The review and approval of the rating schedules to be used.
The determination of a passing point for the assessment center.

The Beverly Police Department’s representation as observers only for the
assessment center components. " '

Reviews permitted pursuant to Section 22 of Chapter 31 of the MGL shall be the
responsibility of the Beverly Police Department’s Appointing Authority. The Beverly
Police Department shall be responsible for issuing notice to all candidates of the
rights afforded to them under this Section of the MGL.

Any “fair test appeal” will be forwarded to HRD, along with the Assessment Center
Vendor's summary of facts related to the appeal and position. HRD will issue a
determination as to a “fair test appeal.” The Beverly Police Department shall be



14.

15.

responsible for issuing notice to all candidates of the Education and Experience
examination component, including instructions on how to claim credits.

Maintenance of the record of the examination for three years from the date ofthe
examination.

Upon establishment of an eligible list, stemming from assessment center exercises
and any additional points required by statute, such list will be forwarded to HRD.
The eligible list will be made available for public inspection by the Beverly Police
Department.

It is agreed that:

L

IL

HRD authorizes George Bibilos, Director, Organizational Development Group/Civil
Service, (617) 878- 9727, and/or his designee to act as its representative in all
matters relative to this delegation agreement.

Primary responsibility for the administration of all delegated civil service functions, as
described herein, for the Beverly Police Department will be assigned to Police Chief
LeLacheur, who will serve as Delegation Administrator. He, or his designee, will be
responsible for all matters relative to this delegation agreement.

The Delegation Administrator shall be responsible for the following:

A. all notifications to all eligible candidates, acceptance and processing of

~ examination applications, verification of examination eligibility, and security of
the administration and scoring of the selection process that results in the
establishment of an eligible list for Police Captain;

B. maintenance of the eligible list for Police Captain for a maximum of two years in
accordance with applicable statutory language and HRD policy.

C. certification from the eligible list in accordance with civil service laws, rules,
regulations and procedures.

D. forward all notices of employment of promoted employee(s) from the
certification process.



V. The Delegation Administrator shall be responsible for ensuring that the
examination referenced herein is administered within 18 months of the issuance of
this Delegation Agreement. An extension of a maximum of six additional months
may be approved by HRD upon review of a written request from the Delegation
Administrator detailing extenuating circumstances necessitating such extension.
Such request must be submitted at least 30 days prior to expiration of the 18
month timeframe. Upon failure to administer this examination within the timeframe
approved by HRD, HRD may cancel this examination and Delegation Agreement,
and the Delegation Administrator will be responsible for refunding any
examination processing fee(s) paid by applicants.

V. The ADe|egation Administrator will be responsible for ensuring continued public
access to all records determined to be publicinformation.

VL. The Delegation Administrator will be responsible for ensuring that candidates can
review their standing on the established eligible list. (Such review must be madein
the presence of the Delegation Administrator or designee to ensure that there is
no alteration or destruction of material.)

VIL. The Beverly Police Department must choose an Assessment Center vendor who is
willing to assume the following responsibilities in relation to this Delegation
Agreement. If the Assessment Center vendor neglects to follow the below actions,
this Delegation Agreement may be discontinued by HRD. Assessment Center
vendor responsibilities are listed below:

A. Utilize HRD's examination posting notice template for posting the Assessment
Center examination.

B. Identify additional credits required by statute GL Chapter 31§ 59 and provide
documentation to HRD.

C. Issue score notices to candidates using the template provided by HRD.

D. Fully cooperate with HRD regarding all instances of Appeals, including, but not
limited to, Fair Test Appeals (GL Chapter 31 § 22).

E. Will appear and defend the Assessment Center content if a Civil Service
Commission hearing occurs. '

VIL Periodic or random audits of all examination materials, examination records, and/or
delegated personnel transactions may be conducted at any time by representatives



/
from HRD. All examination materials, records, ledgers and correspondence relating
to the delegated functions shall be made readily available and accessible to HRD
upon request. HRD may also at its option attend the administration of the
examination as an observer. A report on any audit findings regarding delegated
personnel transactions will be made available to the Delegation Administrator and
corrective action, if necessary, on any problems or errors identified in that report
must be taken by the Beverly Police Department within thirty 30 days from receipt of
the audit report. A written report of that corrective action shall be submitted to HRD.
HRD retains the rights to review, retain, approve, and/or disapprove any and all
examination related materials and/or records, before or after the administration of
the examination, at its discretion.

It will be the responsibility of HRD to provide and explain to the Delegation
Administrator any changes in civil service law and rules which may directly affect
any of the delegated functions.

The Human Resources Division will be responsible for notifying the Delegation
Administrator on a timely basis of any changes in the law or regulations which may
~ affect the delegated functions.

HRD reserves the right to take action, up to and including rescinding this
agreement if Beverly Police Department or assessment center vendor has violated
this delegation agreement.

HRD will be available to the Delegation Administrator throughout the delegation
process and HRD will provide technical assistance to the Delegation Administrator
upon request.

. Changes in approved procedures for the administration of the delegated functions
may not be made without the review and approval of both parties. No duties may
be assumed by the Delegation Administrator which have not been authorized by
this agreement or subsequent attachment.

. The cost of all services, forms, and materials provided directly by HRD shall be
assumed by HRD unless otherwise agreed to by both parties. All other costs
involved in the delegation of the functions set forth herein will be the responsibility
of the Beverly Police Department.

The Beverly Police Department may elect to charge a reasonable fee, as set by
statute (currently $250 per application), to offset the administrative costs of the
selection process. Any processing fees collected through the delegation ofthese
functions are the property of the Beverly Police Department.



XVL. Candidate scores from the Assessment Center shall only be avallable to HRDand
the mdlwdual candidates.

XVIL. If at any time after the execution of this agreement either the Beverly Police
Department or HRD determines that delegation authority should be discontinued,
reversion of the authority for all delegated functions to the Beverly Police
Department may be effected through 30 days' written notice, by registered mail, by
either the Beverly Police Department or the Personnel Admlmstrator (Chief Human
Resources Officer).

XVIIL The specific functions to be delegated are described and detailed in this
Agreement. As further functions are delegated, detailed descriptions shall be
reviewed by both parties and appended to this Agreement.

DATE OF ISSUANCE:

FOR THE BEVERLY OF POLICE DEPARTMENT:

John G. LeLacheur Date
Beverly Police Chief

FOR THE HUMAN RESOURCES DIVISION:

Paul Dietl ‘Date
Chief Human Resources Officer



Appendlx L e
Clty of Beverly Llcense Loss Pohcy



Distributed to BPSOA 2-18-16

City of Beverly License Loss Policy

A. Driving is a requirement of the job of all City police officers. The City requires that
employees maintain a valid driver’s license. The requirements of this policy are intended
to be positive, in that it promotes progressive rehabilitation for the individual rather than
simply punishment as a means of deterrence.

B. This Policy commences on July 1, 2016 and is not intended to be retroactive. The
consequences for loss of license only apply to losses of a driver’s license after the
enactment of this policy.

C. “Loss of License” shall include the suspension, revocation, expiration, or any other loss
* of the employee’s driver’s license or right to operate a motor vehicle, in any jurisdiction,
for any reason whatsoever.

1.

The City will not allow any individual to operate a City vehicle, or a personal
vehicle while conducting work for the City, without a valid driver’s license.

Employees are required to notify their Department Head, or for Police Officers, the
Chief of Police, or for members of the Fire Department, the Fire Chief, of any loss of
license, in any jurisdiction, immediately. Failure to do so may result in termination.

Leave for any time necessitated by a loss of license will be the sole responsibility of
the member and in no way shall there be an additional burden on the City of Beverly
to cover the time or position. If the employee is not able to perform his/her job due
to the suspension of his/her license, he/she will not be allowed to work and will not
be paid. An employee who is not able to perform his/her job due to the suspension
of his/her license may use vacation and personal time if he/she has it available.

The consequences of license loss are outlined below. To be counted as a subsequent
offense (Second or Third Offense), the subsequent offense(s) must be within a ten
year period from the time that the employee’s license is reinstated by the
Commonwealth of Massachusetts. :

D. First Offense:

1.

2.

Written Waming

No Suspension, however, the provisions of C(3) are applicable in that if an employee
cannot do his/her job, he or she will not be allowed to work and will not be paid.

The Chief is under no obligation to reassign duties to accommodate an employee
whose license has been suspended.



3. The employee is required to participate in the Employee Assistance Program (EAP)
and follow the EAP’s recommendations and to fully participate in and complete the
EAP’s recommendations to the satisfaction of the Department Head/Chief.

4. Non-participation or non-compliance with the recommendations of the EAP will
result in suspension without pay until the employee full participates and complies
with the EAP recommendations. Failure to participate or comply with EAP
recommendations for a period of 30 days may result in termination.

5. The Chief, at his discretion, may depart from the foregoing if circumstances warrant
(i.e. inadvertent non-renewal).

E. Second Offense:
1. 60 day suspension without pay.
2. The employee will retum to the EAP and follow its recommendations.

3. The employee is required to participate in the EAP and follow the EAP’s
recommendations and to fully participate in and complete the EAP’s
recommendations to the satisfaction of the Department Head/Chief.

4. Non-participation or non-compliance with the recommendations of the EAP will
result in suspension without pay until the employee full participates and complies
with the EAP recommendations. Failure to participate or comply with EAP
recommendations for a period of 15 days may result in termination.

F. Third Offense:
1. Automatic termination

G. The foregoing Offense Consequences/Steps apply only to a loss of license that does not
exceed 90 days. In the event that an employee has a license loss that exceeds 90 days, the
Chief/Department Head may impose such consequences, including termination, as the
Chief/Department Head deems appropriate under the circumstances.

H. The foregoing policy in no way limits the Chiefs ability to discipline the employee
separate and apart from any consequences enforced due to the loss of license, if the facts,
circumstances, or events that led to the suspension warrant discipline. This policy is
strictly limited to the issue of loss of license.






